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ELECTRIC TYPEWRITER COMPARISON CHART 
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itive visual indication YES NO NO NO NU 


i" notor is O N or OFF 


TOTAL TABULATOR CLEAR 
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ERROR CONTROL 
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KEYBOARD SLOPE 
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typeb 
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CUSHIONED 
Eliminates j ns ae € NO NO NO NO 


tips at end of « 


THE WORLO’S FASTEST 
ELECTRIC TYPEWRITER NO NO NO NO 





BEFORE YOU BUY, COMPARE SMITH-CORONA 
WITH ANY OTHER ELECTRIC TYPEWRITER MADE! 


Feature for feature, point for point, compare Smith-Corona 
with any other electric on the market, and you'll see why the 
Smith-Corona is far superior to every other brand! Before 
you buy an electric typewriter, call for a demonstration of 
the many exclusive features that make Smith-Corona today’s 
most advanced electric typewriter! 


Smith-Corona Electric 





Now to seat 3 persons in one choi 


CLARIN 


Tablet arm 
slides down 
when not 

in use 


Guaranteed 
for 
10 


years 
MODEL 3417GGTA 


CLARIN Manufacturing Co.,4640W. Harrison, Chicago 44, II 


Triple-purpose plus! for the band session— 
secretarial work, the conference and for 
many other uses, the Clarin Reserve 

Seater fills the bill. 


New comfort—new luxury—new economy— 
this amazing all steel folding chair is 
indispensable for offices, schools, churches, 
hospitals, industrial institutions and all 
places where space saving counts. 


Use 'em...fold’em... move ‘em 
wherever needed . . . then fold and store in 
a minimum of space. Prove for yourself 
without obligation. Send coupon or letter 
for sample of the Clarin Triple-Purpose 
Tablet-Arm Chair on 30 day free trial. 





Clarin Mfg. Co., Dept. 50, 1640 W. Harrison St., Chicago 44, Ill. 


Without obligation, send SAMPLE of Clarin triple-purpose 
chair 


FO NO a creteensiniececeientinanen 
Street address. 
ee — 


lndividucl’ 
5 nome. —_ 


Pioneers in Seating for institutions and Business. Established 1925 
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How to Take Full Advantage of Your Insurance on Personnel 
An analysis of the principal forms of insurance that business can apply 
to its most valuable asset—personnel. The author points out applications 
most often incompletely explored or overlooked. W. R. ANDERSON 


Small Office Uses Large Copier _. : 
Copying machines met with instant popularity in 1 offices everywhere. Now 
the larger models are being welcomed even in small offices. 

JOHN P. BOLGER 


Controls for a System of Photographic Records . 
Good photographs are precision records. Unfortunately, many com- 
panies do not know how to use, control and preserve photographic 
records as well as they do written records. BEN F. GREGORY 


Recruiting, Training and Managing Systems Personnel. 
If you had to organize a systems and procedures department, where 
would you look for personnel, how would you train them, and what 
would you assign to them? NEIL POLLOCK 


The Rebirth of Stencil Duplicating . 
If you think that mimeographing is a messy process for making smudgy 
copies on coarse paper, you're living in a bygone era. Stencil duplicating 
with modern equipment can match any duplicating process. 


How to Reproduce Forms on Your Own Duplicating Equipment 
There are many forms that can be made on your internal duplicating 
equipment, especially if you make use of the many technical advance- 
ments which have become available in recent years. RAY MARIEN 


The Biggest NOFA Convention 


How a Computer Saved $13,000 in Its First Year. 
A user tells how the computer was used during its first year, and what 
will be done with it in the next two years. Also what is planned on a 
long-range basis. Frep D. BAUCE 
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What, you have no office boys? Are you sure? We'll bet there's an 
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The day I flipped! 


It was a frantic Friday —noisy, 
both phones ringing, boss on fire. 
At 4:50 he hands me the new price 


lists; says, sorry doll, they gotta go 
out tonight. Well, as I'm licking and 
Sticking, I flipped. I'd asked ten 
times for a postage meter—so now 
I’m drafting an ad: SITUATION 
WANTED—IN OFFICE THAT HAS 
A POSTAGE METER. 


e Today, no one has to put up with 
slow, sloppy, lick-and-stick mailing. 
The littke DM (desk model) meter 
prints postage of any value directly 
on the envelope with a dated postmark 
—and your own small ad, if you like. 
Saves time, postage—and temper! 
e With postage rates up, letters now 
cost 33% per cent more—so, company 
wide postage control is more impor- 


PITNEY-BOWES 


Postage 
Meter 


Offices in 121 cities in U.S. and Canada. 


tant than ever. A meter protects your 
postage from loss or misuse; and does 
its own accounting. 
© Postage is “dialed” for any class 
of mail—even parcels. And meters 
moisten envelope flaps for sealing. 
© Metered mail, already canceled, 
takes less time in the postoffice, can 
often make earlier trains and planes. 
A postage meter requires no mini- 
mum volume. And anyone—even the 
boss—can easily use one. 
) Now, even the smallest home office , 
or branch can afford a meter—one 
DM user in three spends less than $1 
a day for postage. Electric models for 
larger mailers. Call the nearest PB 
office for a demonstration. Or send 
coupon for a free illustrated booklet. 


FREE: Handy desk or wall chart of new postal 


rates with parcel post map and zone finder. 


PITNEY-BowEs, INC. 
3465 Pacific St., Stamford, Conn. 
Send free { 


booklet (_ Postal Rate Chart to 


ce Name 
Address 
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The right envelopes in the right size — 
and right at hand— will help you speed 
operations and reduce costs in mailings, 
business systems and packaging. 

This new envelope selector chart shows 
70 U.S.E. envelopes, and lists standard 
sizes for each style. It will give you some 
good ideas! . . . for example, snap-fastener 
envelopes for intra-office communication; 
large, husky “‘Flat Mailers’? that signal 
‘First Class” or “Air Mail” in every post 
office; “Outlook®” window envelopes 
that say ‘Thank You”... . For a free 
copy of this Envelope Selector Chart pin 


this ad to your letterhead. 


“You get the idea, George? 


When a man wants to 
select the right envelope 
in the right size, he 
looks in this chart and 
there it is!” 








UNITED STATES ENVELOPE dS 


Springfield 2, Massachusetts... Divisions from Coast to Coast. 
U.S.E. makes more envelopes for more people to use in more 
ways than any other manufacturer in the world. Also Paper Cups, 
Transparent Containers and Linweave Quality Papers and Envelopes, 
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This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. Refer to pages listed for information on each. 


Further details 


can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. 


Reader inquiry card numbers are at the 


bottom of individual advertisements. 


PRODUCT PAGE 


ACCOUNTING BOARDS 


Narco 
Royal McBee 


ACCOUNTING MACHINES 


National 
President 


ACCOUNTING SUPPLIES 


Accountants’ Supply House .. 
Block-Aid T/B 

Eye-Ease 

National Manifolding 


ADDING MACHINES 
Addo-x 

Comptograph 

General . 


Swift .... 
Totalia 


ADDRESSING EQUIPMENT 


Cheshire 
Duplicard 
Quik-Stripper 
Multistamp 


ADDRESS LABELS 
Duplisnap 


ANALYSIS PADS 
Eye-Ease 
National Manifolding 


APTITUDE TESTS 
Aptitests 


BALLPENS 
All-Rite 
Ink-Stik 
Morristar 


Ces 
Cc y R Pressboard 
Presto 
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PRODUCT 


BINDING, PLASTIC 
Plastico 


BOOKCASES 


BOOK RACKS 
Rol-Rack 


6 BRIEF CASES 
2 Stebco 


BUSINESS CARDS 


BUSINESS SHOW 


34 Southern California .... 


- CALCULATORS 


Deci-Magic 
Divisumma 
Monro-Matic 
Plus Diehl 
Plus-O-Matic 


CAMERAS 
Kenro 
Sharpshooter 


CARBON COPY SETS 


Carbonsets 
Duplisette . 
Duplisnap 
Letterex 
Rogersnap 


CARBON PAPER 


Golden Dawn ......... 
Grip-N-Pull 
Nu-Kote 


CASH DRAWERS 
Indiana 


CASH REGISTER PARTS 


PRODUCT 
CASH REGISTERS 


CHAIR MATS 
Floor Show ... 


CHAIRS 
Cole 
Clarin 


CHECKWRITERS 


CLOTHES RACKS 


COLLATORS 


Collamatic 


COLUMNAR SHEETS 
Eye-Ease 


4 National Manifolding ..:..... 


CONTROL BOARDS 
Boardmaster 


' COPYHOLDERS 


Rite-Line 
Sightly .. 


COPYING MACHINES 
Copease 

Copycat . 

Kenro 

Quick Silver 
Photorapid 

PolyCopier 
Speed-O-Print 
Tnermo-Fax .. 
Transcopy “—- 


CORNER ROUNDERS 
Challenge 

Pioneer 

COUNTERS, TABULATING 


Denominator 
Vary-Tally 





PRODUCT PAGE 


DATA PROCESSING, Automatic 
Justowriter 
Teletype 


DECOLLATORS 
Speeditacher .... 


DESK ACCESSORIES 


DESKS 


Clutter-Proof 
Cole 
Rotor-File 


DESK TRAYS 
Morris 


DESK WRITING SETS 
Safe-T-Set 


DICTATING MACHINES 


Peirce 
Scribe 
Stenocord .. 
Time-Master 


DRAIN PIPE CLEANER 


DRAFTING EQUIPMENT 
Grifhold 


DUPLICATING SUPPLIES 
Columbia 


DUPLICATORS, OFFSET 
A. B. Dick .. 


Ditto .. "Inner Back Cover 
Dual-A-Matic 


Masterlith 106, 107 
Multilith ... . 8 


30, 3! 


DUPLICATORS, SPIRIT 
Azograph 

Conqueror . 

Piccolo 


DUPLICATORS, STENCIL 
Gestetner 

Multistamp 

Rex-Rotary .... 
Tempo-Geha 


69 
228 
171 
64 


ELECTRIC OVERFLOOR CORDS 
Electriduct 


ENVELOPE OPENERS 


Auto-Opener 
MailOpener 


PRODUCT 


ENVELOPES 
ND vipnwanss 
> Sree 


ERASERS 


EraserStik 
Graypoint 


180 
116 


EXPENSE ACCOUNT SYSTEMS 


Common Sense ... 221 
GrayLine 145 
Traveletter .. 50 


FACSIMILE MACHINES 


Electro-Rex .. 
Gestefax 
Stenafax 


File-O-Matic _ 
Magazine 
Pronto 


Rol- Dex Jr. 
Rotor-File . 
Spacefinder 
Ultr-A-File 
Veri-Visible 
Verti-File .. 
Wright Rotary. 


FILING SUPPLIES 


Amfile 

Avery ..... 
Barkley .. 
Opnwindo Tabs 
Presto - 


FOLDING MACHINES 


Auto-Folder ..... 
Fold-O-Matic 
Pitney-Bowes 


FORMS 

Blue Chip . 
Continuous 
Eye-Ease 
Formscard 
GrayLine 
International 
Ready-Rite .... 
Readysets 

tar 

Stevenson & Smith ... 


FORMS DETACHER 
Speeditacher 


PRODUCT 


FORMS HOLDERS 
Saunders 


GLUE 
UHU 


INK, FOUNTAIN PEN 
Skrip 


INSERTING MACHINES 


Phillipsburg : 
oe eee Eee ee 


INTERCOMS 
Dictograph 


KEY CONTROL 
Telkee 


KNIVES 
Grifhold 


LABELING MACHINES 
Cheshire 
LAYOUT SCALE MODELS 


Planomatic 


LETTERHEAD ENGRAVING 
Dewberry 
Hill . , 


LOOSE LEAF PARTS 
Presto 


MACHINE CARTS 
Wheelit 


MACHINE PROCEDURE FORMS 
Pro-Forms 


MACHINE STANDS 
Guardian 


MACHINE TIMERS 
MAIL BAGS 


MAILING EQUIPMENT 
Cheshire 


MARGINAL PUNCHED CARDS 
Stevenson & Smith 


MICROFILM EQUIPMENT 
Thermo-Fax 


NUMBERING MACHINES 


ae 
Kren 
Quic _ Aa 
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HERE, AT LAST, IS A FOUNTAIN PEN WRITING FLUID WHICH REPRODUCES ON ALL 


COPY-MAKING MACHINES USING A HEAT, CHEMICAL OR PHOTOGRAPHIC PROCESS 


were 
7 7 
GHEAFFERS 


| give pack 


| Shnip nino 
i 


ef 7. 


vr 
ee ahtors 


In the famous 
Top-Well bottle for 
Sheaffer's Snorkel 

fountain pens 


In unbreakable 
drop-in cartridges for 
Sheaffer's Skripsert 
fountain pens 


|) 


WRITING’ FLUID 


This new writing fluid was developed specifically 
for use in offices equipped with copy-making 
machines! 

A message written with Sheaffer’s new 
Permanent Jet Black Skrip will reproduce so 
black and bold that it’s as legible as the original. 
And, in writing, it won’t feather or fade... 
starts instantly, dries quickly. 

Turn to new Permanent Jet Black Skrip today, 
and you'll turn out clean-cut copies of 
handwriting hereafter! 


SHEAFFER'S 


FREE/ 


A cartridge of Permanent 
Jet Black Skrip, plus a 
review of Sheaffer fountain 
pens and desk sets ideal for 
use in offices! 


© 1959, W.A.S.P. CO. 


W. A. Sheaffer Pen Co. 

Dept. RS-1, Fort Madison, lowa ' 
Please forward a FREE cartridge of Permanent Jet Black 
Skrip writing fluid to: 


Name 





Firm 





Address 





State 





City Zone 
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PRODUCT PAGE 
OFFSET EQUIPMENT 

(Also see Duplicators, Offset) 
Aflas ih 
Electro-Rex ... 

File-O-Matic 

Gestefax 

Kenro : 

Rapid AR pa 
CS a 
Stenafax 

Verifax 

Visi-Guide 


OFFSET SUPPLIES 


RARE : 
Magi-Plate 
Repli-master 
Speedy-Mat 


PAPER CUTTERS 
Triumph 


PAPER DRILLS 


Pioneer 
Spinnit 


PAPER HANDLING COMPOUND 
Sortkwik 210 


PAPER SHREDDERS 


Shredmaster .. 
Silver Executive 


PAPERS, DUPLICATING 


Atlantic 
Graphicopy 
Howard 
Mackinac 
Manifest 
Odin 
Springhill 


PAPERS, LETTERHEAD 


Atlantic Bond . 

Gilbert Bond .. 

Graphicopy ee 

Howard Bond . 

Mackinac Bond ; 
Old Hampshire Bond ...... . 
Parsons .. ; - 
Springhill a aaa an 
Weston Bond . 


PENCIL SHARPENERS 
Boston 


PENCIL SHARPENERS, ELECTRIC 
Morrisharp 38 


PHOTOCOPIERS 
(See Copying Machines) 


PHOTOCOPIES 
Magi-Copy 


PHOTO-SLIDE SORTER 
Slide-Sorter 


10 


PRODUCT 


PLASTIC LAMINATION 
Plain-Vu 


POSTAGE METERS 
Pitney-Bowes 


POSTING TRAYS 


PLAN CARRIER 


PRESSBOARD 


PUBLICATIONS 


La Oficina 
Systemation 


PUNCHED CARDS, CONTINUOUS 
Formscard 


RIBBON FABRICS 
Textile Cutting 


RIBBONS, INKED 


RUBBER CEMENT, DRY 
Dry-Stik 


RUBBER STAMPS 
Krengel 


72 SAFES 
Ever-Safe 


SHEET PROTECTORS 
Amfile 


SOUND CONTROL 


Acoustinet 
Soundtrol 


STAPLERS 


Bostitch 
Swingline 


STAPLERS, ELECTRIC 


Bates 
Staplex 


STUDY COURSES 
Business Electronics 


TAPE, 
Scotch 


DOUBLE COATED 


TAPE, MENDING 
Scotch Magic 


PRODUCT 


TELEPHONE HOLDERS 
Phone Rest 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 
Manpower 


TIME STAMPS 
Krengel 


TRIAL BALANCE SYSTEM 
Block-Aid T/B 


TYING MACHINES 


Saxmayer 


TYPE COMPOSING MACHINES 


Justowriter 
Vari-Typer 


TYPEWRITER PARTS, TOOLS 


Futuristic Platens 
Typewriter Sundries .. 


TYPEWRITERS, AUTOMATIC 


Auto-Typist 


TYPEWRITERS, 


TYPEWRITERS, 


Documentor 
Facit 
Royal 


oe) Outer Back Cover 
Smith-Corona .. 


.Inner Front Cover 


TYPEWRITERS, PORTABLE 
Olympia 


TYPEWRITERS, 


TYPING CARD 


UPHOLSTERY FABRICS 
Versilan 


VISUAL AIDS 
Arlington 


XEROGRAPHIC EQUIPMENT 
Sharpshooter 
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This tape will “vanish” on the page, 
hold tight—and never show its age! 


“SCOTCH” is a registered trademark for the pressure- 


sensitive adhesive tapes of 3M Co., St. Pau! 6, Minn. 
Export: 99 Park Ave., New York 16. Canada: London, Ont. 


Messe Ep 


TManuracturine company 





« WHERE RESEARCH 15 THE KEY TO TOMORROW 


SCOTCH BRAND 
No. 810 Magic 
Mending Tape 


for permanent paper mending 


Add revisions to a sheet—almost invisibly! Tape 
will never crack, cloud or ooze adhesive, and 
you can write right over it! Write us now, Dept. 
EQ-49, 3M Company, St. Paul 6, Minn., for 
free, illustrated booklet that shows you why... 


“SCOTCH” BRAND Tapes 


are a girl’s best friend! 





How to Take 


Full Advantage of Your 


T IS A RARE company that does not 

have some form of insurance on its 
personnel (life, hospitalization, sick- 
ness and accident, or catastrophe). 
Almost as rare is the company which 
is taking full advantage of the available 
benefits. This is not intended as a com- 
plete study of plans now in use, but as 
a discussion of some of the principal 
types of insurance whose application 
has not been fully utilized by the aver- 
age business organization. 

“We've got a group plan,” will be the 
immediate reaction of the majority of 
readers. Fine—but has it been reviewed 
in the past few years? A typical plan 
might provide $2000 of life insurance 
(in many cases the only life insurance 
an employee has), $8 per day hospital 
benefits, and $200 for surgical fees. 
When you consider that the expenses 
of a final illness may be many thousands 
of dollars, that in the larger cities a bed 
in a hospital ward may cost $20 per day 
or more, and that $200 is less than 
many surgeons charge for an appendec- 
tomy, the inadequacy of such a plan is 
obvious. If you haven't discussed your 
group plan in recent years with a repre- 
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sentative of your insurance company, 
do so at an early date. To learn the 
faults of any product, ask a competing 
salesman. So call in a representative of 
another company, or agree to see the 
next one who calls you. Consider two 
possibilities: 

1. Modifying your present plan. 

2. Superimposing another plan to 
provide additional benefits for more 
permanent employees. 

Be sure to explore all types of cover- 
age, including: 

1. Lire INSURANCE. Maximum cover- 
age is limited by the size of the group 
and by state laws. A common arrange- 
ment provides for top protection of 
$40,000 or 1% times annual salary, 
whichever is the lesser. This should be 
of special interest to executives who are 
among the 200,000 who apply annually 
for ordinary life insurance, and are 
declined for physical reasons. Except in 
the smallest groups (usually under ten), 
no medical examinations are required. 

2. HOSPITAL AND SURGICAL Costs. 
The range of protection is great: from 
$8 to $24 per day for a hospital room, 
from $60 to $500 or more for addi- 
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Insurance on Personnel 


W. R. ANDERSON, C.P.A., 


Licensed Insurance Broker, Evanston, IIl. 


tional hospital and surgical expenses. 

3. MAJOR MEDICAL, OR CATASTRO- 
PHE, COVERAGE. This is sometimes 
offered in combination with hospital 
room or with full hospitalization-surgi- 
cal benefits. Basically, it provides for 
the payment of 75-80% of all illness or 
accident costs, with maximum pay- 
ments up to $10,000, usually with a 
deductible amount of $50 to $500 or 
more. Its major advantages are greater 
protection from calamities, and reim- 
bursement for expenses not usually 
allowable under hospitalization policies, 
such as home nursing costs, out-patient 
hospital charges, etc. 

4. DisABILITy INCOME. Such protec- 
tion may have advantages to both em- 
ployer and employee, in lieu of salary 
continuance policies, and should be 
considered. 

In general, the difference in cost be- 
tween a minimum plan and one that is 
much more attractive to employees can 
be surprisingly small, especially in view 
of the fact that Uncle Sam will pay as 
much as 52% of the cost. 

To those who have no company 
plans, it may be surprising to learn that 
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group contracts are available for as few 
as three participants. Benefits are worth 
investigating. 

Insurance on the lives of key execu- 
tives, with the company as owner and 
beneficiary, has been in general use for 
many years. Usually, such protection is 
obtained only for death benefits; tax- 
free proceeds from life insurance can 
offset the financial loss caused by the 
premature death of an important mem- 
ber of the management team, and can 
be used to obtain and train a qualified 
replacement. Where indemnification 
alone is desired, the lowest out-of- 
pocket cost is term insurance. The 
following are annual rates for $100,000 
of ten year convertible non-participating 
term insurance, quoted by one of the 
largest stock companies: 


Where insurance coverage will be of 
decreasing importance, as in a new but 
rapidly expanding company or in one 
with an abundance of junior executives, 
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the best solution may be decreasing 
term insurance, the remaining com- 
muted value of which is convertible to 
level term or permanent insurance, in 
whole or in part, at any time before the 
expiry date. The following are rates for 
initial coverage of $100,000, reducing 
monthly until it reaches zero at the end 
of ten years: 


Age 30 
35 

40....... 415 

i...) Se 

50.. . 851 

S....... 8266 
Key-man protection in the form of 
permanent insurance offers possibilities 
in deferred compensation, or pension 
plans. The long-term net cost (total 
premiums, less cash value and divi- 
dends, if a mutual company) is less 
than for term insurance, although the 
annual premiums are _ substantially 
higher. The following is a summary of 
a $100,000 policy offered by one of the 
major mutual companies, including 
1959-scale dividends for a twenty-year 

period: 


$270 


made against the cash value of the 
policy, usually at 5% interest, which is 
a deductible business expense. Many 
insurance companies now offer policies 
with first year cash values; some 
allow loans against such reserves during 
the first policy year. Under this plan, 
the cost of protection is often less than 
for term insurance. 

An additional and important benefit 
is a family income rider which may be 
added to a company-owned policy, and 
paid for by the employee, with his 
family as beneficiary. For example, 
such a rider paying his family $1000 
per month for as long as 20 years, 
would cost a 35-year-old executive $661 
annually. Purchased separately, such 
protection would cost him approxi- 
mately $778 per year, or more. 

This type of contract has found some 
favor in recent years, since the Treasury 
Department ruling that employer de- 
posits under the plan would not be 
considered income to the employee. 
Annual premiums are split, the em- 
ployer paying an amount equal to the 
increase in cash value during the year, 


ALTERNATIVES AT AGE 65 





GROSS PREMIUMS 
LESS AVERAGE 


AGE DIVIDENDS 


The cash tied up in a permanent in- 
surance plan can be substantial. To re- 
duce this investment, loans may be 
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ANNUAL COST IF 
SURRENDERED 


($160) 


MONTHLY IN- 
COME FOR 
10 YEARS 
$593.45 
569.03 
500.23 
454.48 
370.91 
283.58 


PAID-UP 
INSURANCE 
$82,900 

79,500 
70,200 
63,500 
51,800 
. 39,600 


and the employee paying the balance. 
The employer is a beneficiary under the 
policy to the extent of the cash value 
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accumulated, so that his investment is 
at all time guaranteed. 

This can be an excellent arrange- 
ment for an employer who desires to 
give an added assist to a promising 
young executive without incurring any 
cost other than the use of funds. One 
insurance company offers this type of 
contract, for a man age 35, in a face 
amount of $100,000, on this basis: 


YEAR EMPLOYEE PAYS 


Another company offers a plan under 
which a portion of annual dividends 
(after the first year) is used to buy term 


insurance in an amount necessary to 
keep the death benefit at a_ level 
$100,000. Costs under this contract (in- 
cluding current scale dividends) are: 


EMPLOYEE PAYS 


After several years, the employee 
may desire to acquire exclusive owner- 
ship of the policy, which can be done 
by reimbursing the employer for his 
interest. If desired, the  split-dollar 
arrangement can be maintained to the 
date of the employee’s retirement, and 
the cash value used as a deferred com- 
pensation basis. 

The principal reasons for the limited 
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EMPLOYER PAYS 


EMPLOYER PAYS 


use of insurance funded pensions plans 
probably are: 

1. The substantial cost to initiate 
such a plan, especially in companies 
with a high ratio of older employees. 

2. A reluctance to contract for a plan 
which may prove an impossible burden 
in the unforeseeable future. 

The answer to the first objection may 
be a limited program to begin, in lieu 


DEATH BENEFIT 
TO EMPLOYEE'S FAMILY 


$99,100 


of substantial plans previously studied 
and discarded; to the second, a plan 
with a small minimum contribution, tied 
to annual profits. Secondary drawbacks 
to pension plans are: 

1. A fear of the requirements of a 
plan suitable to the Treasury Depart- 


DEATH BENEFIT 
$99,312 


100,000 


ment, so that contributions will be tax- 
deductible. 

2. An apprehension about the 
amount of administrative work neces- 
sary to maintain such a plan. 

Both the latter problems can be solved 
readily by an insurance agent with ade- 
quate experience in this type of applica- 
tion. If your insurance agent or broker 
does not have sufficient experience in 
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Howard 


Ask for 


Howard Bond « Howard Ledger + Howard Posting Ledger * Howard Mimeograph 
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excuses himself from this parade. 


Whiteness is a highly desirable qual- 
ity in paper but it should not be 
achieved at the expense of paper 
quality. 


Hence, the true, permanent Howard 


white is obtained without the chemi- 
cal additives that so often cause 
papers to yellow and age quickly. It 


Howard 


Howard Duplicator * Howard Writing * All Howard papers quality controlled by AMccupag 


~ has no built-in glare, never looks dif- 


ferent under different kinds of light. 
It’s a consistent white common to all 
first-line Howard papers. 


Your quality-conscious printer or 
paper merchant will be happy to 
show you samples of Howard’s won- 
derful white. 


Howard Paper Mills, Inc. 
Howard Paper 
Company Division 
Urbana, Ohio 


For More Information Circle No, 188 
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SPACEFINDER FILES... 


HAVE PROVEN, in hundreds of offices, that they can SAVE YOU 
50% or more in filing time, space and money! 


ONLY SPACEFINDERS 
offer these advantages: 


WELDED CABINET designed specifically for 
maximum filing efficiency. 

FILE CAN BE MOVED WITH CONTENTS 
INTACT. Rugged Spacefinders are shipped 


complete and ready to use. 


DOORS GIVE DUST, DIRT AND FIRE PRO- 
TECTION -— serve as pull-out work shelves, and 
can be provided with locks. 


An appearance 
asset to any 


office. 


warren 


Instant visibility and availability for thousands of records. 


Send to Dept. O, Tab Products Co., 995 Market St., 
Tx rs. 4 San Francisco 3, for 24-page catalog and name 


of our local representative for full information on 
rrRonvDwc Tt S&S co. . . 
Spacefinder savings. 





this rather specialized field (ask him 
about plans which he has installed), he 
should be able to call in a specialist to 
work with him in devising and main- 
taining a pension plan that meets your 
requirements. If not, call in a company 
that offers this service. 

Pension plans are an important part 
of the business picture. In future years 
they will become increasingly important. 
If your company is not now in a posi- 
tion to incorporate such a plan in your 
operations, it is essential that arrange- 
ments be made for such provisions at a 
future date. 

The tax advantages of a contractual 
arrangement for compensation after 
usual retirement age, in lieu of a salary 
increase, are obvious. Furthermore, it 
serves to provide a strong bond between 
the executive and his company. Often 
this is considered in combination with 
key-man insurance or a split-dollar plan, 
as mentioned above. If the executive has 
been declined insurance, or has been 
given an excessively high rating, a 
retirement annuity may be of interest, 
possibly- with a disability waiver of 
premium feature. 

A valuable, but inexpensive, addi- 
tion to a group insurance program (or a 
substitute for a group plan) can be a 
payroll deduction arrangement for 
group purchase of a permanent type of 
insurance: ordinary life, endowment 
contracts, retirement income programs, 
etc. The employer can contribute all, 
part, or none of the cost. The em- 
ployee’s portion is deducted from wages 
weekly or monthly, and the total pre- 
mium remitted to the insurance com- 
pany each month. There is a discount 
from usual monthly rates (usually 3% ) 


<—For More Information Circle No. 401 








BUSINESS COURSE 














_ 


U ivi | iw 


Learn to Apply 
Electronic Computers 


> Data Processing needs Trained 
Personnel 
TO: Take a new look at established 
practices 
Devise new systems and pro- 
cedures 
Reduce office costs 
> Business Electronics Inc. will help you 
prepare on the job or at home with 
PROGRAMMING FOR 
BUSINESS COMPUTERS 
A Home Study Course designed for 
inexperienced people, developed by 
Business Computer Experts 
P Take advantage of BE’s 3 years 
successful experience training 


personnel for EDP 
Write for Free Brochure 


BUSINESS ELECTRONICS 
INC. 
Computer Dept. 


420 MARKET STREET 


= SAN FRANCISCO, CALIF, 
Member National Home Study Council 
For More Information Circle No. 400 

















Are Your Filing Methods 
As Fast as Your Machi 


Pee VISIBLE 


VERI-VISIBLE 
speeds the availability of 
source material tor 


“’ AUTOMATION 


Filing edge-punched cards in Acme Veri-Visible 
* units enabled o major monufocturer to reolize 
@ 20% sovings in their customer order process- 
ing and billing routines. The immedicte visi- 
bility of the cards in Veri-Visible cabinets, 
readily occessible ond comfortably convenient, 
effects definite reduction in operator's fatigue. 


Electronic machines produce punched cards and tapes 
at astounding speed. Once punched mony become 
permonent records to be used over and over again. 
Acme Visible Records and equipment provide for 
filing and fast finding, with SEEABLE indexing speed 
handling of this material to keep poce with machines. 


Acme makes the most complete line of visible record 
equipment in the world. Let us show you how to save 
time, labor and money with an Acme Visible Record 
System designed to meet your specific requirements 


ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 











District Offices and Representatives in Principol Cities 





For More Information Circle No. 256 
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under this arrangement. In a typical 
plan, employees are contacted individu- 
ally by representatives of the insurance 
company, at work or at home, but only 
at the employee’s request. A brief but 
complete program is prepared for each 
employee, whether or not he subscribes 
to the plan, summarizing his present 
protection, and showing his survivor 
and retirement benefits under Social 
Security. He selects the type of policy 
he desires, and determines the amount 
of wage deduction to be made. Indi- 
vidual policies are issued, which may be 
continued by the employee after leaving 
his place of employment, if he so 
desires. Advantages of this plan include: 

1. The employee receives personal- 
ized and experienced counsel not 
ordinarily available to the average 
worker. 

2. There is an appreciable saving 
over industrial insurance or other 
monthly premium payment plans. 

3. The employee’s feeling of security 
is improved through establishment of a 
protection and retirement program, and 
there is provided an added bond be- 
tween him and his employer. 

4. The employee is reminded, by a 
third party, of the substantial benefits 
already provided him in Social Security 
contributions, group plan payments, 
etc., by the employer. 

While it is always sound business to 
review the insurance protection of the 
company’s tangible assets (building, 
equipment, inventories, etc.), it is even 
more important to review regularly the 
protection of a firm’s most important 
though intangible assets: the skill, 
experience, and good will of its per- 
sonnel. 
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It doesn't take a production genius 
to operate this high output driller. 
With its quick, simple setup and 
extreme ease of operation short 
runs are not a headache but a 
special delight. Handles a _ full 
range of round holes required for 
post and ring binder forms, with 
attachments for cornering, slotting 
and slitting available. 


Write for literature now. 


PIONEER 


1130 Nebraska Ave, ¢ Toledo 7, Ohio 
For More Information Circle No. 243 
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Everything is in the drawers—letter trays, phone, wastebasket, etc. 


How to get a new outlook on work 


This ingenious desk eliminates top 


and drawer hodgepodge 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That’s exactly what a Shaw- 
Walker ‘“‘Clutter-Proof’’ Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled 

How’s it done? Fully 75% of the things that drift 
around on tops of other desks have a specific place 


Built Like» 
Skyscrap: 


SHAW-WALKER 





inside this ‘‘Clutter- Proof’’ desk. 

There are off-the-desk trays for 

incoming, outgoing and pending 

letters. Off-the-desk space for 

work-organizers, work-separators, 

deferred projects, tickler, binders, 

books, pads, forms, card lists. And—imagine this 

—there’s even an in-drawer wastebasket and pro- 
vision for in-drawer phone. 

This Shaw-Walker “‘Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘Facts Folder” 
Shaw-Walker, Muskegon 14 , Michigan. 


Largest Exclusive Makers of Office Equipment 
Muskegon 14, Mich. Representatives Everywhere 
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Small Office Uses Large Copier 


JOHN P. BOLGER, Industrial Marketing Services Co., Sparta, N. J. 


OR A WHILE we used a photo- 
copier which took paper up to 9” 
wide. It did the job satisfactorily, but 
led us to want to try an Ampto 14 
which takes material to 14” wide by 
any length. We’re still. a small office 
but, when it comes to business ma- 
chines, we are convinced that the bigger 
and better (or more automatic) units 
usually soon pay their way. A dozen 
times a day it does jobs for 10 cents 
worth of time and materials that would 
normally cost 70 cents to $1 and more 
each, plus some jobs that would other- 
wise have to be sent to outside concerns. 
We serve as the advertising and pub- 
licity department for clients in a variety 
of fields. We must try to save them 


money in our routine handling of their 
public relations. With up-to-date office 
equipment, we are able to serve our 
clients, and ourselves, more effectively. 
One of the typical time and money- 
saving uses we find for our photocopier 
is answering correspondence. When we 
receive a letter requiring a brief an- 
swer, we jot it at the bottom of the 
letter, run off a copy and send that as 
our reply, keeping the original for our 
files. On that basis, a reply letter costs 
us only 10 to 12 cents. We have heard 
that an average letter costs from 60 
cents to $1.50 or more. Because we’re 
a small business in a country area, we 
would say it costs us 30 to 40 cents for 
a typewritten letter—more than three 





CUT YOUR 
MAILING COSTS! 


with the Model No. 6 


THIS portable table SAXMAYER 


Model No. 6 is especially adapted to 


tie letter mail—also designed for 
general purpose tying of bundles 


in any sequence up to 6” high without adjustments. 
and casters available at a small additional cost. 
tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 

attractive in appearance but also EFFICIENT—fully automatic, speedy, 
firm, non-slip ties, economical in twine and time. 


prove it on our trial basis. 


WRITE DEPT. J 


NATIONAL BUNDLE TYER CO. 


Blissfield, Michigan 


Adjustable legs 
All SAXMAYER 


Let us 








For More Information Circle No, 212 
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Make Your 
DUPLICATOR OPERATION 


COMPLETE 


& 





with a 


Challenge® 
PAPER DRILL 


To speed production and eliminate 
“outside expense” on loose-leaf 
forms . do your own drilling, 
slotting and cornering—all on one 
machine! Much faster than punching. 
Drills 2 inches of stock in seconds! 


Challenge offers a full line of drill- 
ing machines and attachments for 
every need. Foot power model 
(shown above) leaves both hands 
free for handling stock. Table model 
also available. For more complete 
information, see your 

local Challenge ff 
equipment dealer or§ 

write today. 


The Challenge Machinery Co. 
GRAND HAVEN, MICHIGAN 
World’s Largest Manufacture: of 

Paper Drilling Machines. 


For More Information Circle No, 297 


to four times the cost of a photocopy. 
If the letter is to be routed to the client 
for his information, we send it off and 
keep the master copy for our files. 

When correcting or up-dating any of 
|our internal office forms, such as in- 
| voices, job tickets, etc., a secretary types 
|up the change (preferably on an elec- 
|tric typewriter simulating printed text), 
| splices it in with razor and Scotch tape, 
| transparentizes and photocopies it. This 
|clear black-and-white copy gives us the 
| finished artwork for an inexpensive off- 
set duplicating job. All this costs a few 
cents, whereas to send it out would 
involve a few dollars for typesetting 
and camera negative. 

The versatility of our photocopier 
goes far beyond answering or acknowl- 
edging letters and simplifying office 
forms preparation. We can reproduce 
anything from light pencil sketches (in 
|any color) to various forms of printed 
matter, including newsprint, with none 
of the detail lost in the process. For 
|instance, using a colorful, pre-printed 
Ampto positive we can dress up a small 
run of news releases. When sending out 
| 25-30 copies, it’s merely a matter of 











peels 


|The author watches as secretary 
| apart copy of a press release. 


Tue Orrice—April, 1959 





THIS IS SCRIBE, the dependable office dictating 
system that won’t let you down. This rugged 
magnetic tape machine gives you simplicity of 
operation and superb fidelity of voice reproduc- 
tion. 


THIS IS YOU, confident that the reports, memos, 
letters you dictated before leaving the office will 
be accurately transcribed. SCRIBE magnetic 
tape records each syllable crystal clear and error- 
free... cuts transcribing time, eliminates misun- 
derstood words. 


attention dealers 


Protected territory franchise may be 
available in your area. Sales and 
service facilities required. Profitable 
potential volume on low investment. 
Write for details. 





THIS IS THE SCRIBEPAK magnetic tape magazine, 
preloaded with 30 or 60 minutes (your choice) of 
hi-fidelity reusable MYLAR tape. No irksome 
threading, no need even to touch the tape. Snap 
on a SCRIBEPAK, and you're ready to roll! 


THIS IS YOUR SCRIBE DEALER, who will show you, 
in your own office, the remarkable new SCRIBE 
SI-50 Dictator-Transcriber; the SI-60 Transcrib- 
er; or the versatile SI-70, adaptable to any type 
of remote or network system 


Thousands of SCRIBE machines are today in use 
by major agencies of the Federal Government, 
by business and by industry. 


BUCY MEN 
USE 


For information, or for the name of your nearest 
dealer, write or call SCRIBE Distributors Co., 6949 
W. North Ave., Oak Park (Chicago), Illinois. 


MFD. BY SCRIBE INTERNATIONALE, A DIVISION OF GENERAL SINTERING CORPORATION—Franklin Park, Illinois. 
For More Information Circle No. 182 
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Cut office costs with 
C&R TYPE I 
GENUINE 
PRESSBOARD 


Lower cost, 

versatility y ye 

and durability — | 
# 


You get all three when you specify Case 
& Risley Type I Genuine Pressboard for 
binders and other office uses. 

Extensive tests have proved that Type I 
Genuine Pressboard takes a greater 
amount of wear and abuse without 
breaking down, losing shape, or becom- 
ing dog-eared. This durability cuts 
replacement costs. And it guarantees 
maximum protection for your business 
records and papers. Ideal for binders, 
salesmen’s portfolios, catalogs, brief 
covers and index file guides. 


Send for free 
samples! Clip out 


the coupon below and 


mail it today. You'll 
receive free samples 
of C & R Type | 
Genuine Pressboard in 


various colors. 


CASE & RISLEY PRESS PAPER, INC. 


Makers of Genuine Pressboard 
ond Similar Specialties 


Oneco, Connecticut 


CASE & RISLEY PRESS PAPER, INC. 
ONECO, CONNECTICUT 


Please send me free samples of your 
Type | Genuine Pressboard. 


Company 


For More Information Circie No. 295 





Copy (left) and original of magazine illus- 
trations are compared by the author and 
the artist. 


typing it up on white paper and running 
off the required amount on the pre- 
printed (just as if it were regular sta- 
tionery) positive paper. The release has 
a neat and clear appearance, and takes 
less time than to make duplicated or 
carbon copies. 

An important part of our job in-~ 
volves receiving and passing on de- 
tailed information about publications: 
circulation statements, rate schedules, 
etc. To type these copies would cost 
several dollars each; photocopying them 
costs less than 10 cents a sheet and, no 
matter how fine the type or complex 
the arrangement of figures, the copier 
takes it all in stride. In the handling of 
statistics, for our own purposes or to 
report to clients, there is no limit to 
the length of the material which can be 
fed through for exact reproduction. 

Even in transcribing notes on phone 
calls or visits to or from clients, the 
photocopier performs time-saving oper- 
ations. The roughest sort of pencil 
memoranda is reproduced in sharp 
black-on-white, and the account execu- 
tive or production manager is saved the 
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The world 
of letters 
relies on 


PRECISION TYPEWRITERS 


e+ todo the joob— 


easier, faster, finer! 


Olympia precision typewriters— 
standard and portable—are 
preferred the world over for their 
quality, value and ease of operation. 
Fully-equipped with the most 
advanced and worthwhile typing 
features, an Olympia turns out the 
most exacting assignments easily 
... with crisp—uniform— 
and distinctive results. 
With over 50 years of 
manufacturing experience, every 
machine is precision-built to the 
highest standards—assuring 
quiet, consistent, trouble-free 
performance year after year. 


i 


SG-1 Standard Office Typewriter 


>, > Authorized Sales & Service 
the World Over 


OLYMPIA DIVISION 
inter - Continental Trading Corporation 
90 Weet Street - New York 6, New York 


For More Information Circle No. 197 


Lightweight Portable 





extra chore of dictating his notes. 

A photocopier is an integral part of 
our art department, too. Here we use 
it to pick up various designs and sym- 
bols for artwork. To do this we simply 
transparentize any printed, typed or 
drawn material on one side of the 
original with a commercial transparen- 
tizing solution, set the light exposure as 
required, and reproduce. 

If we want to be more selective and 
just pick up part of the original mate- 
rial and drop the rest out, it’s as simple 
to do as a turn of the exposure knob. 
For instance, to drop out a color block 
or pattern behind printed matter which 
is in black, we merely increase the light 
exposure, retaining the printed matter 
and losing the color block. 

In reproducing a company symbol 
for use in a current sales brochure, we 





transparentized the original, ran a pho- 
tocopy and used the copy—which re- 
tained the fine detail of the original— 
as the artwork to be reproduced by 
camera. To have had the artist re-do the 
sketch would have involved several 
dollars worth of time and a certain 
amount of detail would have been lost 
in the process. Further, this symbol was 
printed in light blue on the original 
material, and wouldn’t have been picked 
up by the camera had it been used 
directly on the artwork. 

Sometimes we clip items or pages 
from magazines and newspapers that 
cross our desks. To pass these along 
with our added comments or instruc- 
tions, and retain a copy for our folders, 
we run the clipping and comments 
through the machine and have an exact 
copy in a few seconds. 





S fy4yice 
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AAT LW Sourse 


CONTROL OF BUSINESS MACHINE NOISE 


KIND OF ACOUSTICAL TREATMENT 


REQUIRES A DIFFERENT 








NOISE is a killer with its nervous 
TENSION and excessive FATIGUE. 
Wasted productivity and error cost 
American business millions yearly. 
Treat yourself to a comfortable office, 
without distractions, by using ACOUS- 
TINETS. May we help you to solve 
your problem? 


Write for details. Give machines, makes, models you use and measurements, 


gemma) (0 STINET 


604 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK 
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Dazzling new SPRINGHILL, BOND is 


actually whiter than pure-white salt 
-—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! 


HE TRUTH Is, new Springhill Bond is measur- 
Tasiy whiter than any other unwatermarked 
bond paper on the market. Whiter than surgical 
cotton, chalk, even salt! Level, uniform, it lies flat. 
Compare Springhill Bond for whiteness, finish, 
“crackle” — you'll recommend it. Springhill Bond 
and Mimeograph are available in white and six 
colors in a full range of stock sizes and weights. The 
Springhill line is also available in Duplicator and 
Ledger papers. 


Look for this attractive new design. “Zip” openers on 81/2 
x 11 reams. All cartons polyethylene-lined to control humidity. 


INTERNATIONAL PAPER 220 East 42nd Street, New York 17, New York 


For More Information Circle No. 386 
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Now MAKE YOUR OWN “CAMERA QUALITY" METAL OFFSET 
PLATES! ONLY 39c COMPLETE! READY IN 60 SECONDS! 


Photorapid introduces the new aluminum “Maci-Piate”— a revolutionary “one- 
step” offset duplicating process for your office or plant! Check these amazing 
advantages: 


e Less than one-fifth the cost of ordi- ¢@ Direct photocopy image transfers of 
nary offset plates! Made in a fraction anything the eye can see! True, solid 
of the time! photographic lines. Clear reproduc- 

e No experience necessary. Anyone can tions from halftones, solid images and 
learn to make perfect plates in a few colors without filters! 
moments. 75% less plate mortality before print- 

e@ No expensive equipment or supplies ing! 
necessary! “Maci-Piate” can be used Photorapid ‘‘Maci-Pvate”’ is the 
with present photocopy equipment, cleanest offset plate-making process. 
with a simple, low cost accessory! Nothing to stain fingers or clothing! 


“Maci-Piate” has created a sensation at preview showings. To prevent advance 
orders from exceeding initial production, priority allocations are necessary. For 
information, call, write or wire your nearest distributor today! 


NEW YORK CHICAGO LOS ANGELES 


o Duophoto Corporation The Mullen Company Pacific Copy Corporation 
Wotorajotal v.03 Dept. 01 Dept. 02 


236 Fifth Avenue 3620 Oakton Street 142 Oregon Street 
CORPORATION New York 1, N.Y Skokie, Illinois tl Segundo, California 
MUrray Hill 9- 5676 JUniper 8-1600 ORegon 8-9025 


For More Information Circle No. 316 
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DATA PROCESSING: 1958 PROCEEDINGS 
edited by Charles H. Johnson. National 
Machine Accountants Assn., 208 S. Main 
St., Paris, Ill, 412 pp., $10. 

Over 40 illustrated articles on a wide 
variety of subjects pertaining to machine 
accounting and data processing makes this 
a valuable additional to any library on 
machine procedures. It is also a good 
example of how well the proceedings of 
a conference can be made available to a 
wide readership in more permanent form. 


1959 FILM RENTAL CATALOG. Indus- 
trial Management Society, 330 S. Wells St., 
Chicago 6, 24 pp., Free. 

Lists 77 films of work simplification 
and industrial engineering training proj- 
ects in leading U. S. companies. 


1958-59 BUYERS GUIDE TO IMPORTED 
GERMAN PRODUCTS. Nordeman Pub- 
lishing Co., 350 Fifth Ave., New York 1, 
404 pp., $5.50. 

This comprehensive reference book has 
been greatly expanded and improved and 
is a complete and up-to-date revision of 
the first edition published last year. It fea- 
tures three separate directories: German 
export manufacturers, U.S. importers, and 
a classified guide to imported German 
products. There is also a newly added 
product index. 


THE PRESIDENT’S GUIDE. Prentice-Hall, 
Inc., Englewood Cliffs, N. J., 1,200 pp., $35. 
The fruit of three years’ work by the 

publisher’s entire editorial staff, this guide 

offers the company president, in a single 
volume, help on seven critical matters: 
how to get more work from employees; 
how the top man can get more money 
from the company; how to raise cash for 
the company; how the company head can 





STORE’EM 


PRONTO 


FILE "EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER ta 9 CHECK 
SIZE —_ SIZE 


Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


r 
| PRONTO FILE CORPORATION | 
| 415 Madison Avenue, New York 17, N. Y. | 

| 


| (_) Please send me your latest Pronto catalog 
| | 
| Name : , | 
| Address . i Bee ice l 

| 


(_) Have your representative call for demonstration. | 


City ———- State 
| | 
| ' 
SCARE ARORA Gee Kee ee 
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GENERAL announces its all-new all-electric 


BALANCE 


ADDING MACHINE 








Meet General's new addition...Model 811 
with CREDIT BALANCE. Here’s a machine that 
proudly says, “I can do everything.” 

You'll be surprised at its low cost, its 
appeorance, its all-around performance and 


durability. And it comes to you from 





General so you can be sure of its quality. 





FEATURES: 


Credit balance lets you subtract o larger number 
from o smaller and get a minus figure. 
A “must” for bookkeepers and accountants. 


Multiplication key with automatic step-over. 


Condensed keyboard with three zero keys for easier, 
faster entry. 


Transparent tear-off bar keeps all entries on the 
tape visible ot all times. 


All control keys (including correction and multiplication key) 
are electrified, eliminating extra operation. 


Non-print device with automatic release stores entries but 
does not print on tape. 


Two-color ribbon with automatic reverse. 
Automatic multiple counter eliminates multiplication errors. 


Non-add feature for numbering, without adding. 


Adds 11 columns, totals 12-ONE CENT LESS/ITHAN %*10,000,000,000.00 


GENE 


The GENERAL-GILBERT Corp. 


since 1807 
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slash his personal tax bill; how to boost 
profits by cutting costs; how to develop 
new products and markets; how to handle 
the hot questions of corporate procedure. 


EXECUTIVE SELECTION: HOW PSY- 
CHOLOGISTS CAN HELP by graduate 
students of Harvard Business School. Man- 
agement Reports, Box 136, Cambridge 38, 
Mass., 127 pp., $12.50. 

Provides, under one cover, the policies 
and techniques of both management and 
psychologists in grappling with the prob- 
lem of executive selection. 


NEUZEITLICHE BUROTECHNIK. Robert 
Goeller Ve Luisenstr. 10, Baden-Baden, 
Germany, 655 pp., $3.50 (14 marks). 

For those interested in the German 
market, this 1958-59 edition provides a 
comprehensive list of office machines of all 
types sold in Germany, domestic or im- 
ported. Gives manufacturers’ names, mod- 
els, outline of applications and prices. In 
German. 


1959 VERIFIED DIRECTORY OF MANU- 
FACTURERS’ REPRESENTATIVES. 
Manufacturers’ Agent Publishing Co., 505 
Fifth Ave., New York 17, 203 pp., $20. 
Lists over 15,000 manufacturers’ do- 

mestic and export representatives in the 
U.S., its territories and Canada. Said to 
be the most comprehensive publication of 
its kind ever compiled. Listings are ar- 
ranged geographically and include princi- 
pal products that each _ representative 
carries and trading area covered. 


PROCEEDINGS: 22ND ANNUAL INDUS- 
TRIAL ENGINEERING & MANAGE- 
MENT CLINIC. Industrial Management 
Society, 330 S. Wells St., Chicago 6, 140 
PP. 9. 

Complete transcripts of talks by leaders 
of labor, management and education on 
such topics as work measurement, meth- 
ods, work simplification, office standards, 
materials handling, plant layout, data 
processing, wage incentives, and job evalu- 
ation. 
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You Get Things Done With 
Boardmaster Visual Control 


Yfocooi 


Pare a) 3 
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@ 
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sx Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

jx Facts at a glance—Saves Time, 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

vv Ideal for Production, 
Scheduling, Sales, Etc. 

sx Made of Metal. Compact and Attractive. 
Over 350,000 in Use 


Saves 


Traffic, 


Inventory, 





Complete price $4950 including cards 
24-PAGE BOOKLET NO. F-200 





FREE Without Obligation 











Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd Street © New York 36, N. Y. 
For More Information Circle No. 300 








DON’T 
MISS 
POOR 
HERB! 


SEE PAGE 














Makes 


accurate copies 
in 4 seconds, 


the all- electric,‘ 


all-dry way ! 


\ 

4 
aff “— 
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Only“Thermo-Fax" Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost ! 


Looking for the efficient way to 
speed work flow in your office or plant? 
Call on ‘“Thermo-Fax’”’ Copying Ma- 
chines. Copy a business paper in just 
4 seconds—by the only completely 
electric, completely dry, completely 
clean copying process. 

These versatile machines are used, 


too, as low-cost billing machines, 
accounting machines, addressing ma- 
chines, labeling machines. In many 
other systems as well you'll find 
*“Thermo-Fax’’ Copying Machines the 
most valuable office machines work- 
ing for you. Call your local dealer, or 
mail the coupon. 


Miiewesora (ffinine anno ])ffamuracturinc company------ 


- WHERE RESEARCH IS THE KEY TO TOMORROW 


Minnesota Minin 
Dept. ES-49, St. 


Name 


=, 


THE TERM 


Company 


Address 


THERMO-FAX" 
A REG TERED TRADEMARK 
OF MINNESOTA MINING ANI 


MANUFACTURING COMPANY 


gone Manufacturing Company 
aul 6, Minnesota 


_State —_ 
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MORE WORK 
NEED NOT MEAN 
A LARGER STAFF! 


use Manpower, Inc. 


to do your extra work 
and keep your permanent 
work force just large 
enough for routine work. 


Call 


MANPOWER, INC. 


for 


TYPING + STENOGRAPHIC WORK 
OFFICE MACHINE OPERATION 
FILING « GENERAL OFFICE WORK 


We'll do your extra work 

with our own trained employees — 
in your office or ours — 

at low hourly rates. 


‘aat-laloleoh’ 4-1 em lalow 


Over 150 Offices in U.S., Canada, and Europe 


FREE BOOKLET Manpower, Inc. 

"160 Ways te lncrescs 871 N. Plankinton Ave., Milwaukee, Wisconsin 
Efficiency — Save Money Please send me FREE: 

in Your Office” 100 Ways to Increase Efficiency 
Save Money in Your Office” 
Name 

Title 


Firm 


Address 
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Put efficiency at 
your fingertips 


MORRIS TRAYS ... Letter and legal size. Rear 
suspension gives easy access. Stacks to any 
an height. Handsome, durable. 


MORRIS MEMO HOLDERS ... Keep 
memos neat and handy. With or 
without ball point pen attached. 


MORRISHARP ELECTRIC 
PENCIL SHARPENER .. . Starts 


automatically. Stops cutting 


when pencil is perfectly sharp- 
ened. Medium, fine, extra fine 
points. 


PHONE REST IN COLORS... 
Now—in telephone colors. Frees 
both hands. Easily attached and 
adjusted. Fits all phones. 


ALSO ... MORRISTAR BALL PEN DESK SET 
—Space Age Styling © MORRIS ASH TRAY— 
Extra Large Size @ SAFE-T-SET—Nonspill Pen 
And Ink Set. 


Ask your stationer for these 
Modern Desk Top Accessories by BERT M. ORRIS co. 
Los Angeles, California 


For More Information Circle No. 213 
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Got A Problem 


PLUS Diehl’s High Speed Triplex AUTOMATIC Calculator 
Solves it Best with... 


e Double Transfers and Memory Storage 

e Automatic Short-Cut + or — Multiplication 
e Automatic Continuous Multiplication 

e Automatic + or — Divsion 

e Addition or Subtraction with or without 

e Automatic key-board clearance. 


The only calculator 
with direct transfers 
between storage 
register, product 
register and keyboard 
for faster, more 
accurate calculating! 


Model DSR 


Six Models For 
Your Exact Needs 
Inexpensive to Own 
and to Maintain 





Sole United States Distributor: PLUS DIEHL Calculator Division 


CONTROL SYSTEMS, INC. 


5 Beekman Street New York 38, N.Y. REctor 2-0045 


DEALERSHIPS AVAILABLE—Write today for full details of the PLUS DIEHL dealership 
plan. It offers a complete new field for calculator sales, 
For More Information Circle No, 205 
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ARE YOUR PAPERS 


ie PLAYING... 


IDE AND SEEK? 


Filing is important only if the finding is easy. Can 
you always put your hand on the letter, invoice, 
order, report or other paper you want, instantly? 
Are your files neat, compact, space saving? Your 
Stationer will be glad to explain the advantages of 
ACCO-filing to keep your records safe, and finding 
quick, Ask him especially about Accobind Folders 
and Accopress Binders. Made for every department 
of every business in sizes, styles, colors to suit your 


taste and exact requirements. 


“ACCO BOUND PAPERS ARE SAFE PAPERS’ 
ACCO PRODUCTS ae 
Division of NATSER Corporation 

Ogdensburg e New York 


In Canada: Acco Canadian Co., Ltd., Toronto : 


For More Information Circle No. 214 
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SAND LEADERS 


“pponess 


—we | By Push-Button! 


@ Just hold the switch down 

$ and a line will automatically 
: be ruled to the exact 

e length desired. 


: and... 


: COMPOSES TYPE 
AT THE SAME TIME 


Some of the many line and 
leader styles automatically 
ruled on the Vari-Typer. 


Your Vari-Typist 
composes all the type for your 
forms and also rules the lines and 
leaders... all in ONE operation... 
directly on masters for litho, stencil 
or spirit, or on paper for photo-offset. 
Both type and rule styles are instantly 
changeable with both margins evened 
automatically. Vari-Typed forms 
meet the most exacting specifications 
of the Forms Designer. 


a typewriter... ' 
Writes like printing. | 000 
* + 
the machine with I, faces 


SUBSIDIARY OF ADDRESSOGRAPH - MULTIGRAPH CORPORATION 


Looks like 


CUTTING COSTS 
IS OUR BUSINESS 


NAME 





ee 





ADDRESS —_ ——_— 








This entire page is 
Vari-Typer composed. 


Body copy by Vari-Typer. For Full Information, Fill in and Mail to Dept. D43. 
Heads by Headliner. 


For en ete VARI-TYPER CORPORATION 
rcie e 
palin 720 FRELINGHUYSEN AVENUE, NEWARK 12, N.J. 





ciTy ZONEW.._3TATE 





LIGHT DUTY 
HEAVY DUTY 
DOUBLE DUTY 


BATES 
ELECTRIC 
STAPLER 


MODEL C-H30 


® Versatile 
® Staples everything from 2 to 100 sheets 


@ One electric unit with interchangeable 
Model C and H-30 electric heads* 


® For everyday use: “C” head with 5,000 
brass staples to a load 


@ For heavy duty jobs: “H-30" head using 
high-carbon, chisel-pointed staples, up to 
100 sheets. Holds 280 staples —14”, 34", Yo" ° 


® Only seconds to change heads 


#1 hased with either or 


Bates ‘56’ Electric... ott 4 "y r ove described heads 
Automatic, staples at touch of 


paper. Standard staples, ; 
adjustable depth gauge. Removable, dale = 7.4 8 2 Ss manufacturing OF 


interchangeable stapling unit. Orange, New Jersey 
Soundproofed New York Office, 63 Vesey Street, New York 7 


Write Dept. 0 for literature and prices. 
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SAVE MONEY! Make your own negatives 
with a KENRO camera 





FREE—COST CALCULATOR 


Gives you the answers on savings .. ._ 


“7 OF. et ete Bb 
The development of the compact, 7. sa ppess 
precise, easy to operate Kenro » ee 
“Vertical 18” Camera has made it i 
possible for hundreds of offset 
printing plants and reproduction 
departments to save money and 
improve service and quality by 
making their own line and halftone 
negatives. 


Today the Kenro camera is an 
accepted essential of the offset 
printing team. If you don’t already 


[ eo " 
| 

| 

| 

| 

own a Kenro, you owe it to your- 7 Name 

| 

| 

| 

= 


Kenro Graphics, Inc. Dept. F-4 
25 Commerce Street, Chatham, New Jersey 


Please have my local dealer send me a free 
cost calculator. 





self to find out how much you can 
save. So clip the coupon for your 
free cost calculator right now. 


Address 








ee 


KENRO GRAPHICS, INC. 


For More Information Circle No. 396 


— 
om 


THe Orrice—April, 1959 





"It copies anything ...in 12 seconds! 


...and the developing agent 


lasts a whole month!” 


Here it is... Copycat’s new deluxe wall model— 
world’s fastest photocopier at any price! 


Thanks to an exclusive new Copycat 
development, you can now have sharp 
picture-like copies of anything printed, 
written or drawn, finished and ready-to- 
use in 12 seconds! 

The key to this speed and quality is 
Copycat’s patented spray process —a 
process so startling that the machine 
can be used every day for a month or 
more without the need to change its 
developing agent. And since you never 
have to “warm it up” or clean its belts, 
Copycat runs practically unattended, 
is always ready for use. 


Copycat corporation 


Add to this the space-saving wall 
mount feature — a benefit you can take 
or leave because you can remove Copy- 
cat and carry it from desk to desk, from 
job to job, without fuss or bother. 

If you’ve been less than satisfied with 
copying machines...tired of slow ma- 
chines ... fuzzy copies .. . messy devel- 
opers ... you owe it to yourself to see 
the new Copycat. Copycat is four times 
faster than any other photocopier and 
its developer lasts five times longer. 
Write or phone for a free demonstra- 
tion in your own Office today. 


you can't 
damage 
, originals 


215 Fourth Ave., New York - Phone: ORegon 4-5582 
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LOW-COST 
SMART * STURDY * VERSATILE 


MASO new book- 
cases, with decora- 
tive design and 
beautiful finish, : — Group orrongement 
have a wide variety 4 29" ond 42" Unig 
of uses. Attractive 
as corner or wall 
bookcases — indi- 
vidually or 
grouped; island di- 
viders; counters. 
Provide working, 
shelf or counter 
area; office or stock 
room storage. 











42" MODEL 





Choice of finish to blend with modern office or store furnishings: 
Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 
Finish is baked-on-enamel. All models in 12” or 
18” depths. Readily convert to door or basic unit 


INTERSTATE METAL PRODUCTS CO., INC. 


(Office Equipment Division) 
666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 


Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Name 
Title 
Company 


Address 


(City) 
For More Information Circle No. 215 
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CRAMPED 


for filing space ? 


. the new, modern system for filing active records. With 
VERTI-FILE you can file over twice as much material in the 
same floor area as with a conventional file. 


Each unit of VERTI-FILE holds 23% lineal feet of active rec- 
ords ... and positions them for faster and more efficient usage. 
By comparison, a regular 4 drawer file holds 8% lineal feet of 
records. So don’t be cramped... get VERTI-FILE! 


For details, call your local DeLuxe dealer or write us direct. 


DELUXE METAL FURNITURE CO. Warren 18, Pa Division of Royal Metal Mfg. Co. 


For More Information Circle No. 313 
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The Master Mind of Cash Control 


“For friendly 
shopping” 


Revolutionary new 

streamlined Cash Register, with 
automatic, itemized receipts, numbered 
and dated, stamped with the Firm’s name; 
accumulating automatic customer 
counter, as well as built-in 

adding machine. 


In Canada; Regna Cash Registe: 

of Canada Lid’ 7 704 Notre item’ St. W. 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W. Toronto, Ont. 
OUTSIDE Conrriniss NTAL U.S: ~ 
Jorgen S. Lien, Box 507, Bergen, erway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 


Mail the coupon—Mail it today—Mail it now! 








as 


REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y. 

Gentlemen: 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer, 


Name 4 
Address : einen 
A State 
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“Count BOTH and 1,001 
Other Items with 


VARY-TALLY 


Multiple-Unit Reset Counter 


To know WHICH products, styles, sizes or fla- 
vors are “hot”? and WHICH are dragging their 
feet COUNT! Whether you are a manufac- 
turer or merchant, distributor or dealer — Vary- 
Tallies can tell you quickly How Many of What, 
Where and When Now as against Last Year, 
Last Month or Yesterday. Traffic engineers, esti- 
mators, laboratories, warehouses, offices, restau- 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 
chore with a Vary-Tally. What do you want 
to count? Write for news sheet and prices. 


Chicago 6, Ill. © New York 19, N. Y. 


How to tell a 


"Better Mouse Trap 





from a 
"Profit Trap 


Compactly set up on stands in tiers, the Vary-Tally 
con be supplied in any of 66 combinations, 
up to 6 banks high and 12 units wide with o 
minimum of 2 units wide. Also single units. 








@ Easily Readable 
from Any Angle... 
Bold figures Always 
Centered in Window 
... No Glare 


@ Easily Portable 


@ All Parts Corrosion- 
Resistant 


@ Separate Counting 


Units Can be Rotated 
like Tires on a Car, to 
Distribute Wear 
Evenly 


@ Individual Tag 
Above Each Counter- 
Window — Not Strip 
Tabs 


@ Veeder-Root Qual- 
ity in Every Part 





Greenville, S.C. ¢ 


) VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


Offices and Agents in Other Principal Cities 
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from 

any angle 
your 
best buy 


COLE 


Pee PORTABLE 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 














COLE STEEL OFFICE MACHINES, INC, ¢ Affiliate of Cole Steel Equipment Co., Inc. # 415 Madison Avenue » New York 17, N. Y 
For More Information Circle No. 264 








Hughes Aircraft Company Travelers 
Use The Traveletter’ System 


Mr. Edgar King, BSEE, shown above, Field Engineer for Hughes 
Aircraft Company, is one of 300 technical consultants to the U. S. Air 
Force organizations. These Hughes Engineers travel all over the world 
in the performance of their duties. 

To expedite their world wide travels and to maintain a constant 
and close liason between them and our Air Services, Hughes Aircraft 
travelers carry a Traveletter® Authorization. Their Traveletter Au- 
thorization makes it easy for Hughes travelers to cash their 
Travelorder® drafts anywhere they go. 

The Traveletter System reduces cash advances, saves accounting 
time, prevents lost time, and builds the morale of travelers. 

Used by companies employing from 1 to 1000 travelers, including 
United Aircraft Corporation, American Cyanamid Co., Western Elec- 
tric Co., Alexander Smith Inc., Kendall Mills, A. B. Dick Company 
and many others 


recinin bocruc ontener © VAaveletter 


The modern system for handling 


Traveletter—Reg. U.S. Pat, Of. travel expenses ... Since 1894 
Travelorder—-Reg. U. § Pat Off. 


TRAVELETTER CORPORATION e GREENWICH 3, CONNECTICUT 
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A marine version of auto 
drive-in service is popu- 
lar with boating fans 
along the Delaware Riv- 
er. Originated by Harry 
C. Danner, vice president 
in charge of the Buck’s 
County area for Fidelity- 
Philadelphia Trust Co., 
as more or less of a joke, 
the idea caught on. 
Bridgewater Boat Yard’s 
owner George Hackert is 
seen making a deposit 
with Mr. Danner (center) 
at the dock at rear of 
the bank’s Bristol, Pa., 
branch. John C. Johnson, 
assistant vice president, 
looks on. 
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Leon Office Machines Co., Washington, 
D. C., greeted customers during its Wash- 
ington’s Birthday Sale with sales and office 
staff dressed in colorful traditional cos- 
tumes. Leon Weinraub said the idea stimu- 
lated public interest and received liberal air 
and newspaper coverage. 











New general office building of Marathon, a division of American Can Co., located on a 
20-acre site in Neenah, Wis., and designed by Perkins & Will, architects-engineers, 
Chicago. 


Marathon’s New General Offices 


The main recep- 
tion room uses in- 
tense orange and 
yellow hues _bal- 
anced with cool 
olive tones. Walnut 
desk, by Orsenigo 
Co., features an 
orange plastic 
panel as a focal 
point. Deep pile 
rug defining the 
waiting area was 
custom woven by 
Mohawk Carpet 
Mills and repeats 
pattern effect of 
the product dis- 
play wall. 
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A general office 
area in the Mara- 
thon building is 
shown at right. Of- 
fice corridor be- 
tween movable 
partitions appears 
below right. 


In Neenah, 


Marathon’ em- 
ployees’ cafeteria. 
Furnishings and in- 
terior design of the 
building were co- 
ordinated by Per- 
kins & Will. 
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New $5 million administrative and research center of International Minerals & Chemical 
Corp. on a 21-acre site in Skokie, Ill. Photo shows, |. to r., operations building, opera- 
tions annex and administration building mirrored in a reflecting pool. 


IMC’s New Headquarters 











Area occupied by 
secretaries of oper- 
ating division ex- 
ecutives. (See op- 
posite page.) 








Typical main work- 


& Chemical Corp. 
illustrate how ef- 
ficiency and pleas- 
ant environment 
have been com- 
bined in the center. 
The 6 ft. modular 
plan is evident by 
floor pattern, and 
by department 
head’s office at 
right in photo be- 
low. Partitioned of- 
fices adjoin the 
building’s service 
core so that most 
people are near 
windows. 


The module design 
actually carries out 
into the patio area 
(in background) 
where walks are of 
6 ft. concrete 
squares and border 
strips are in lengths 


divisible by six. 

















J. Wilson Newman, presi- 
dent, Dun & Bradstreet, Inc., 
inserts punched tape carry- 
ing first message on credit 
reporting agency’s 16,000- 
mile communications _ net- 
work which interconnects its 
79 offices coast - to - coast. 
leletype operator _ Lorna 
Saull looks on. 








VAT Gite viii 


The apparatus and optical division of Eastman Kodak Co., Rochester, N. Y., maintains 
its tool design plans im this mobile plan storage system produced by the Mobile Storage 
Div., Dolin Metal Products, Inc. Two rows of mobile plan files, in front of a fixed rear 
row, provide maximum storage capacity for the small area. 
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Recently completed at a cost of $2,250,000, Stanford Research Institute’s new building 
at Menlo Park, Calif., was designed by architects Stanton & Stockwell. It has 110,000 
sq. ft. for 300 employees. 


Stanford Research Institute 


Mosaic tile walls 
and fully carpeted 
floors are features 
of the  building’s 
spacious office lob- 
by. Entryway to 
executive offices 
can be seen to the 
right of the recep- 
tion desk. 


Stanford executives 
confer im main 
conference room, 
paneled in polished 
wood. Other small- 
er meeting rooms 
are located through- 
out the building. 








The Comptometer 
class at Sleepy 
Hollow High 
School, Tarrytown, 
N. Y., is separated 
from the _ typing 
class by a glass 
partition (rear). 
Desks, in a variety 
of colors, are by 
Heywood - Wake- 
field. 


Typing classroom 
in Horace Greeley 
High School, Chap- 
paqua, N.Y., has 
desks with adjust- 
able platforms and 
book storage space, 
supplied by Desks 
of America. The 
posture chairs are 
also adjustable. 


Glass partition di- 
vides shorthand 
room (foreground) 
from typing class- 
room at rear in 
Horace Greeley 
High School. Con- 
necting door allows 
teacher to circulate 
between classes. 
Perkins & Will 
were the architects 
for both schools. 





“,..compare ROL-DEX, JR. 


with other small volume 


record handling equipment 


Pat. and 
Pats. Pending 


ROL-DEX, Jr. has all the features! 


— Records roll to the seated clerk — 





Record Handling Features ROL-DEX, Jr. Desk Side Rotary Files 
Greatest * 
Accessibility 
Fastest 
Reference Time 





No Record Rewriting 
Greater Capacity 


No Electrical or 
Mechanical Servicing 








*At least 66° record exposure at all times for 8x5, 6x4, 5x3, or tab cards in Rol-Dex, Jr 











The Rol-Dex, Jr., is the smallest in the family of time and money saving 
ROL-DEX active record handling units. Send for more information to 
Dept. O-4, Rol-Dex Division, 


WATSON MANUFACTURING Co., Inc. © Jamestown, New York 
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LAGOMARSINO 


LAGOMARSINO F.A.I. 
VIALE UMBRIA, 36 
MILANO - ITALY 


- 10 Key electric 
printing adding machine 
with automatic 

push button multiply. 


guy 


TOQALIA 


lape presentation 
shows only three factor 
proof in logical 

and mathematical order. 


U.S.A. distributors: Check Writer Co., 
565 Broadway, New York 12, N.Y. Gro- 
bark & Co., 159 N. Dearborn St., Chica- 
go |, Ill. — Wholesale Business Machi- 
nes, 7525 Beverly Bivd., Los Angeles 36, 
Calif. — Adding Machines Distributing 
Co., 2223 Caroline St., Houston 2, Texas 
— Wholesale Office Machines Co., 
2000 North Lamar St., Dallas 2, Texas. 


CANADA distributor: Nauta Bros., 3615 Dan- 
forth Avenue, Toronto. 
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HERES THE ANSWER TO YOUR 
_ OFFICE DUPLICATING PROBLEMS 


~ 





J 





TESTED ond PROVED! 


Efficiently runs all 
papers—from post- 
cards to newsprint. 


TESTED and PROVED! 


Automatically feeds 
papers that have 
been cut unevenly. 


TESTED ond PROVED! 


New separator fingers 
eliminate side rub- 
bers and adjustments. 


FOR EVERY BUDGET 
Model 70—Hand operated, 
with ail the features ex- 
cept electric drive $214.50 
Model 76A—Electric, with 
Automatic Start-Stop 


11” and 14” cylinder stop 
selector $324.50 
Pius F.E.T. 
Slightly higher in Canada 





® 
Mark Il CONQUERORS 


new paper feed that passes every test! 


Heyer Mark IIL Conquerors are so simple to operate a child can run 
them. They will dependably print on all papers—in 1 to 5 colors at 
once — anything typed, drawn or written on a spirit master. Conquerors 
deliver 330 copies in just 3 minutes, at only a fraction of a cent each. 
Deeper feed tables have up to twice as much paper capacity as some 
competitive models. 

In addition, you save both time and money with such Heyer “‘firsts’’ 
as a Feed Tension Control at no extra charge . . . Copy Positioner 
Control, that raises or lowers copy quickly, effortlessly . . . Visible 
Fluid Supply, that conquers the problem of running dry .. . a built-in 
Copy Counter that conquers waste . . . and the Automatic Start-Stop 
(on electric models), that shuts off the machine when the last sheet 
is fed through. Sold and serviced by a nation-wide organization of 
selected dealers, and backed by Heyer’s 56-year reputation for supe- 
rior quality and performance, a Heyer Mark IIL Conqueror is your 
best buy in Spirit duplicators. 


PROVE IT TO YOURSELF! 
The HEYER Corporation 4-59 
1821 S. Kostner Ave., Chicago 23. Ill. 


Please RUSH my FREE Catal 
formation 
TRIAL. 


Name 





YOU BE THE JUDGE! 


Mail coupon today for 
new Iilustrated Catalog 
describing complete line 
of Heyer Duplicators and 
Supplies, and informa- 
tion arding a ONE 
WEEK FREE IAL of a 
Mark lil Conqueror 
Spirit Duplicator. No 
obligation, of course. 


and in- 
about a ONE WEEK FREE 





Company 
Address - 


a 
nme PROReamanaeoanwanead 
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You'll be enthusiastic, too! This 
time-saving and money-saving car- 
bon arc lamp and printing frame 
combination (completely enclosed) 
makes long-running offset plates 
and duplicating masters automati- 
cally...reproducing line and _ half- 
tone images with razor-sharp 
fidelity! So easy to use—because of 
simplified control panel—anyone can 


company, inc. 


pi! 
Pinter 


operate it. Actually pays for itself 
in one year if you make only six 
offset plates a week! Several models 
to choose from. The RP21 (illus- 
trated) makes plates up to 21” x 24” 
in size. Takes up only 28” x 32” floor 
space. Spacious storage area. See 
your nuArc dealer for further de- 
tails or write for Bulletin 230B-O. 


General Office and Factory: 824 S. Western Ave., Chicago 12, fll. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 


For More Information Circle No. 388 
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It used to play music... 


Auto-typist record ‘‘memory” roll operates 
the typewriter to write personalized 
letters... by automation! 


Remember the player piano and its perfor- 
ated roll that played the notes? Similarly, 
Auto-typist’s paper record “memory” roll 
operates the typewriter keys to write your 
letters . . . automatically and accurately! 

One typist can produce 100-125 letters 
a day with Auto-typist — 3 to 4 times man- 
ual typing output. And, it’s so simple 
. . » precomposed numbered letters or 
paragraphs are perforated on the roll, 


For More Information Circle No. 218 








now it writes your letters! 


which holds up to 250 lines. Letters or 
paragraphs are numbered to correspond 
to push-buttons, then Auto-typist automa- 
tically picks them out and types them per- 
fectly! Manual insertions can be made at 
any time. Auto-typist eliminates routine 
typing and dictation and will cut your 
correspondence costs. 


Write for free copy of the new 


booklet “60 Best Business Letters” 
that covers all types of business. 


Awto-iypist 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI RD., CHICAGO 39, ILL. e MANUFACTURERS OF 
AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIST 





On our way...to make a good impression 


We take nothing but pride in announcing the all-new Tempo-Geha Model 200DA --today’s biggest 
value in stencil duplicators. 


Everyone is impressed with the beauty of the reproductions, the efficiency and clean operation of this 
amazing “office printer” which easily produces all your office printing needs —at a fraction of the cost 
of having the work done outside. Eliminates delays, too—you get delivered copies right now. 


Tempo-Geha duplicators are available in 9 models from $199. 


For details; write, phone or wire 


TEMPO 


America's highest quality and most complete Jine of 


STENCIL DUPLICATORS AND SUPPLIES 


Our business — 
helping companies 
make a better impression 


MILO HARDING COMPANY Established 1904 + 144 Tempo Building, Monterey Park, California 


LOS ANGELES + PITTSBURGH + SAN FRANCISCO + WASHINGTON, DBD, C. + MEXICO D. F. AND DEALERS EVERYWHERE 


For More Information Circle No. 389 


Tue Orrice—April, 1959 





AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPISt 


Completely Redesigned 


EXCLUSIVE 
NEW FEATURES 








LJ ESE | id LOE SE i OFS IG i: 


OTST37e fever; 


The New 
ALL-METAL MULTIPLE-TALLY by 


Better by design to meet all T 
your sort-and-count require- 


ments. Compare with any 





other manual tabulator on the 

: A The DENOMINATOR COMPANY, Inc. 
market. It’s the greatest design 261 Broadway, New York 7, N. Y. 
advance in manual tabulation CD) Please forward literature and prices. 

0 Please have representative call. 

history. Prove it to yourself. Name. 


Send for your copy of illus- pat 


trated bulletin NOW. 


For More Information Circle No. 210 
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YOU GET Everything WITH THE New LOW-PRICE 
SPEED-O-PRINT 





COPIES EVERY 


IN BUSINESS 
COPIES 


EVERYTHING 


THE ORIGINAL 


$18950 


NEW “paper sofes"’ 
insure proper 
assembly of 
positive and 
negative, eliminate 
spoilage 

NEW flexible plastic sealed bog Avoiloble ot slightly extra cost 


dispenses and conserves developer fluid 


SPEED-O-PRINT CORPORATIO 
1801 WEST LARCHMONT AVENUE ° CHICAGO 13, ILLINOIS 
For More Information Circle No. 271 
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Why an electric typewriter... 


ECONOMY 


more typing less effort crisp- 


oc Ban, tome ed, | 


foto) diate meotelaa-t-]olelalel-jaler: 


EASE 


less tiring for secretaries 


Why the fool] a\hne)ae oe 


. 


CLARITY 


WhalhiolaasMa-t-1°)h¢-migelasm- time's °1t-3 6. 


It gives most for your ELECTRIC typing dollar! 


Golden-Touch®—light, easy, super- 
responsive. Only Underwood has it! 


“Floating Keyboard"'*— eases the 


strain on arms, back and shoulders. 
Centers more control on the keyboard. 


Print-pertect impression control 
— insures crisp-looking carbons. 


Simple reverse tab — speeds and 
simplifies typing in columns. 

88 Characters-— 44 Keys-— inciudes 
useful symbols such as + =! °. 


Snap-out panels in 8 colors. Electric 
margin & tab set.Two carriage-return 
bars. instant shift for caps 


--and much more! 


There’s more control on 
this “Floating Keyboard” 
than on any other 
electric keyboard! 





“THE DOCUMENTOR” 
Golden=louck Lyping _.“like wearing magic gloves!” 


For details, fill in and return to 
Underwood Corporation 
One Park Ave., New York 16,N. Y 


underwood =~ 


CC 
MASTERS YOUR PAPERWORK 








BIG MACHINE OPERATION... 


LET'S MAKE A DATE 
TO AUTOMATE! 


























LITTLE MACHINE PRICE! 


Makes seven most popular 
office folds . . . completely automatic 








PREMIER 


AAutT0-FoLpeR 
714995 


plus FET 


Loaded with features of ma- 
chines that cost twice as much 

. - all yours at the lowest price 
ever. 


# Automatic Conveyor-Stacker 
e Automatic Feed 

e All Electric Operation 
e Easy Adjustment 

© Speedy Production 

© Beautiful Finish 

« Full Guarantee 








Opens average office mail in less than a 
minute . . . up to 400 pieces every sixty seconds... 


Completely automatic. $ 9 9 95 


plus FET 


PREMIER 





A\ut0-orener 


All electric envelope opener 


High performance features at a 
budget price! 


e Completely Automatic 
e Fast, Economical 

e Space Miser 

e Complete Safety 

e Attractive Finish 

e Fully Guaranteed 





PRODUCT OF MARTIN YALE, INC. 


WEST FULTON STREET CHICAGO 12. ILLINOIS 


For More Information Circie No. 317 
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MASTERS YOUR PAPERWORK 





Circle No. 131 


«»e@ Mimeo designed 


li * 3 ¢ 
like a printing press! 
DUAL CYLINDER, PASTE-INK PROCESS 


Gestetner is a specially engineered duplicator and 
process that makes it possible for your office girl 
to produce your own forms, bulletins, literature 
and even illustrated catalog pages at a 
fraction of what you once paid for 
outside services. Completely clean 
and automatic . . . and highly 
profitable even if used only 
occasionally. A different model for 


Gestetner costs no more than 
i \ the old fashioned ‘mimeo’! 


ad 


stencil duplicating GESTETNER DUPLICATOR CORPORATION 


216-222 Lake Ave., Dept. 42, Yonkers, N. Y. 


th k lik Please send descriptive literature and specimens 
Ot 100Ks like 


printing! 
Announcing ....the New 


GESTEFAX 


Makes MIMEO STENCILS 
from original subjects 
by Electronics .. . 


AUTOMATICALLY! 


Paste-up layouts, ruled forms, illustrations 
and even halftones . . . all can now be 
reproduced on your mimeo duplicator in 
faithful detail. Just turn the switch and 

your stencil will be made . . . automatically! 


For More Information Circle No. 303 











THIS TRADE MARK STANDS FOR 


Bs reciston 

















SPECIALIZING IN 
Cutting and Edging Typewriter Ribbon Fabrics 


(Colton wale Sill . Tylon ye 


WIDTHS ACCURATE @ ALL WORK GUARANTEED 


a 


PROMPT SERVICE 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE, HAWTHORNE, NEW JERSEY 
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NOW... 
8 your mail 
s packages 
sshipments 


TIED 10x 
FASTER 


Anything you now tie by hand, you can 
tie up to ten times faster on a famous 
Bunn Tying Machine. Operates auto- 
matically to give you a tight, uniform 
tie ...in two seconds or less! Mail 
bundles, parcels, advertising literature, 
house organs, reports — whatever the 
tying job may be, machine-tying by 
Bunn can save you up to 54 minutes out 
of every hour currently spent on old- 
fashioned hand tying. Thin what speed 
like this can mean to the efficiency of 
your operation. 


Check these 5 money-saving features 


Automatic adjustment to any size or shape 
without manual changeovers. 


Controlled tension prevents cutting into 


B. H. BUNN COMPANY 


7605 Vincennes Ave., Dept. OF-49, Chicago 20, Ill. 
Export Dept.: 


product ... can’t slip off . . . reduces 
package breakage and product damage. 
No Waste: Automatically uses just the 
right amount of twine. 

Slip-proof knot can’t come undone even 
with rough handling . . . approved by 
postmasters for mail tying of all kinds. 
Simple operation is fatigue-less .. . be- 
ginners become experts in minutes. 


Mail the coupon today. Learn for your- 
self why .. . almost anything which 
can be tied by hand can be tied faster, 
better and more economically. 


B. H. Bunn Co., Dept. OF-49, 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name 
Company 
Address 


Zone State 


City — 


ee a ween ae, Gees GE GL Accenture 
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MACKINAC. 


FOR ALL KINDS OF 
P 
JOB-READY OFFICE PRINTING 


BUSINESS PAPERS AND DUPLICATING 


HERE’S GOOD NEWS for all users of offset, stencil duplicating, 
spirit or gelatin process, or letterpress machines! A complete new 
line of MACKINAC job-ready papers . . . perfect for clearer, sharper 
impressions every time . . . is now available. 


Each of the papers in this fine, high quality line is made from 100% 
bleached chemical wood pulp only, with a surface especially pre- 
The complete line of pared to insure outstanding results in the process for which it is made. 
MACKINAC BUSINESS PAPERS | MACKINAC BUSINESS PAPERS are precision cut at the mill to sizes 
consists of: 8% x 11” and 8% x 14”. Available through authorized distributors 


in brilliant White and six bright colors. 
MACKINAC BOND 


MACKINAC DUPLICATOR _ FLETCHER PAPER COMPANY 
MACKINAC MANIFOLD ‘ 

MACKINAC MIMEO 
MACKINAC OFFSET 20 NORTH WACKER © CHICAGO 6, ILLINOIS 
MACKINAC OPAQUE Mill ot ALPENA, MICHIGAN 


For More Information Circle No. 191 
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Victor’s new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply Center to Add, Subtract Flick Down to Divide 


VICTOR ‘2: CALCULATOR a 


Imagine! Multiply, divide, add or subtract 
with the new Victor Calculator—all automat- 
ically! Just flick the Simpla- Key —enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievable ! 
A printed tape, with a true symbol, identifies 
figures entered and operation performed. See _ | 
the unique Victor Calculator today. Con- | 
venient terms. See “V”’ for Victor in the | 
adding machine section of the Yellow Pages. | Nome 

| 

| 

| 


c-c-or ee 4 
Victor Adding Machine Co., Dept. 0-459 
Chicago 18, Illinois 


Send me complete new brochure on Victor 
Automatic Calculator. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 


Victor Adding Machine Co., (Canada), Ltd., Galt, Ont. 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. &. am 


Address 


| 

| 

| 

| 

Company Name . | 
| 

| 

—_—-+ 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10. Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
Handsome, modern design and 
clean, noise free operation suit- 
able to any office. Yours at a new 
low price. 


FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just write today to 
’ Room 1430, 
SiNREADABLE 75 Varick Street, 
° EDS COME | New York 13, N. Y. 


and ask for Circular 53. 


SHREDMASTER 


CORPORATION 
A Division of 
Self Winding Clock Company, Inc. 
Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use, 
Sales and Service in principal cities in U.S. and Canada. 
For More Information Circle No. 265 
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HERE HE IS.2. ; 


THE BOOK WITH THE 


COMMON GENTS 


APPROACH TO AN 
“ EFFICIENT 


RECORD STORAGE 
PROGRAM 


THIS BOOK IS SELLING 
IN ALL LEADING STORES 


FOR $1,000,000.01 
(PLUS TAX) 











RECORD FILES INC. 


NOW yours — at THE Low, tow cost or SNOTHING. 
easity worTH TEN TIMES tnis ricure to ANYONE 


with RECORD STORAGE PROBLEMS 


WRITE TODAY TO: 


POOR HERB! 


% RECORD FILES, INC. 
WOOSTER, OHIO 











For More Information Circle No. 241 
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New speed way to apply 
“The TAPE THAT STICKS ON BOTH SIDES” 


New C-12Applier for 


5. PAT, OFF, 


SCOTCH BRAND 
No. 665 Double-Coated Tape 


Now— increase work output up to 50% 
attaching riders, mounting photos and clip- 
pings, tipping on samples or swatches. New 
No. 665 linerless Double-Coated Tape is 
adhesive-coated on both sides, like a neat, 
clean ribbon of glue. Stays pliable, won’t 
pucker or stain papers, doesn’t smear. 
Papers and hands stay clean! 

C-12 Applier automatically positions 
material onto tape—easily and accurately. 
Smooth all-metal design with non-marring 
rubber pads that hold on any work surface. 
Loads quickly, no adjustments, no parts 
to jam. Compact size 10” x 2” x 4144”. Uses 
14" or narrower widths of ‘““ScoTcH” BRAND 

0. 665 (linerless) Double-Coated Tape. 
Only $8.95 at your tape supplier’s now 
pays for itself with just a few working hours! 


EASY TO USE... 


Place paper in posi- 
tion, press down on 


Lift up, pull across, 
tear off on cutter 
knife. 


Y \ 


p 


D> 


\Ws_4 
= L_ git 


Attach or insert fora 
quick, neat, concealed 
mounting job. 


"SCOTCH" is a registered trademark for the 
pressure-sensitive adhesive tapes of 3M Co., St. 
Paul 6, Minn. Export: 99 Park Ave., New York 16. 
Canada: London. Ontario, © 3M Co, 1959 


ME, 


Mimnesora Minin ano )fanuracrurine courany END 
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Controls for a System of 


Photographic Records 


BEN F. GREGORY, Records Management Analyst, 
Tennessee Valley Authority, Chattanooga 


HE OLD SAYING that “A picture 

is worth a thousand words” was 
never more justified than it is in a 
modern records management program. 
A photograph is a precision record. The 
difference between it and a verbally 
made record is the difference between a 
fine surgical instrument and a meataxe. 
And just as you wouldn’t ask your 
favorite butcher to perform a delicate 
surgical operation, any situation requir- 
ing precision recording demands the 
best equipment in the hands of a skilled 
photographer. 

The difficulty of verbal communica- 
tion and record making has been widely 
publicized ever since the second Hoover 
Commission report on paperwork. 
People are never consistent in their use 
of words to communicate or record. 
Even the same person very often varies 
his description of a scene or situation 
on different days. Not so a photograph. 
Day after day, year after year, it re- 
mains a precision record of an object, 
scene or situation. 


«<—For More Information Circle No. 402 


I am not implying that photographs 
are the most important part of a records 
system. But well made photographs can 
be an important part of any organiza- 
tion’s total records system. They supple- 
ment the much more complicated ab- 
stract records made with words. They 
make a ‘good stout crutch for the 
human memory, already overtaxed with 
a growing burden of detail. For people 
not too handy with words, photographs 
are a must for record making, a true 
friend in need! 

Most organizations use photography 
to supplement their record making, but 
too many of them do not control, use 
or preserve this type of record as 
carefully as their written records. Field 
offices are especially guilty, maybe be- 
cause field offices seldom have office 
workers as such. While correspondence 
and reports usually are directed to the 
central offices, photographs are not 
necessarily involved in any chain of 
communication. It is therefore easy to 
pitch them into a desk or file drawer to 


77 
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INSTRUCTIONS FOR NUMBERING CONSTRUCTION PROGRESS PHOTOGRAPHS 
(1)(2) (3) (4) 


Typical Number........ 8 D 238 


7-1Lh-43 


(1) Project number (Use only authorized project numbers assigned by 
the Maps and Engineering Records Section) 


(2) Construction feature designation (The following alphabetic letters 


are incorporated in photograph 
number to indicate construction 
features of each project) 


Dam and main dam works, other than those listed below 


= Powerhouse 
Tunnel Route 

= General Features 
Reservoir 


Lock 


(3) Use sequence number as assigned from photograph register 


(4) Date photograph was made 


ES RL AA a ee ea 
Most TVA photographs are coded according to the above scheme. All others are filed by 


serial number. 


await the chance for identification 
which may never present itself. Such 
situations can easily result in sizable 
collections of orphan records. Unidenti- 
fied, they become largely useless within 
a short time, and almost impossible to 
evaluate for retention or disposal. 

Like the documentary type of record, 
a photograph should be dated and 
identified by subject if it is to be most 
useful during its lifetime. Properly 
identified, it is easily evaluated for re- 


tention or disposal. The key is control. 

In more than 25 years of operations, 
TVA has made hundreds of thousands 
of photographs. The negatives of these 
are controlled as an important part of 
TVA’s integrated records system. A 
good percentage of these photographs 
are construction progress photos. The 
remainder record the various other 
activities authorized in the TVA Act. 
Fortunately, from the very beginning 
TVA’s photographic records have been 
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oun Valley author it: 
see Va. 

1L2183 Oct. 15, 195% 
G.L.Bracey, Wilson Dan 








Upstream end of lock area. 








All prints are labeled with subject title, photographer's name, date and control code 


number. 


strictly but simply controlled. This con- 
trol has been centered in the office of 
engineering, because most of the early 
photos recorded the various stages of 
construction in progress, much of which 
was in rather inaccessible areas. Oppo- 
site is the basic instruction for coding 
construction progress photographs. 

To show how the code numbers 
are used on photographs, a sample 
print which records early construction 
progress on the new single lift lock at 
Wilson Dam is shown above. Note the 
full name of the photographer, an 
identification not originally required. 
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A very important feature of this 
simple coding system is the use of con- 
crete terminology in the subject titles. 
This same feature is also characteristic 
of TVA’s standard subjective coding 
system for documentary files. We found 
a long time ago that abstract and fuzzy 
terminology encourages scattering of 
related material, and results in over- 
indexing. Both of these end results are 
expensive and confusing. The best way 
to avoid them is to develop a coding 
scheme that is not subject to individual 
interpretation. 

The photograph coding scheme we 


19 








TVA 2302 (DES-8-52) 


FILM RECORD 


Teken by 





There taken 





Authorised by 





EXPOSURE RECORD 


Division 


Date Exposed 


Ident ified by 


(Negatives will not be processed unless identified) 














The photo control 
form is a carbon 
interleaved set 























which includes two 
envelopes. See pro- 
cedure at bottom 
of form. 














&. 











= 





PROCEDURE 


roll of peck of film 
@ cerbon copy on first envelope only 


Retain yellow copy of 471 


letter 





Uses seperate set of foras (TVA 2302 originel & 2 envelopes) for each 
Furnish ell informstion indiceted ebove, asking 


Porward exposed file ead entire set of forms. with Print Order (TVA 
471), directly to the Photography Section in Enoxzville, Chettenooge, 
or Bilson Dew for developing, printing. enlarging. end other services 


After processing, completed prints ere returned in first envelope. 

Developed films ere placed in second envelope end sent with white copy 
of 2302 to Centre! Mep & Drawing Services for filing. 
ie identified by the aumber of this form followed by the proper Line 


Bech negetive 








use does not, of course, constitute full 
control. From the beginning, we have 
operated our own photo and blueprint 
shops—one each at Knoxville, Chatta- 
nooga and Muscle Shoals. These shops 
develop all exposed film and code the 
negatives. Blocks of serial numbers are 
assigned to these three shops by the 
maps and engineering records section in 
Knoxville, so that no duplicate numbers 
are ever used. Though negatives may be 


80 


held for 30 days in the Chattanooga and 
Muscle Shoals shops, after 30 days all 
negatives are filed and serviced in the 
maps and engineering records section in 
Knoxville. All negatives are filed in 
94%2” X 12” manila jackets. Each of 
these envelopes contains complete iden- 
tification of its contents. The negatives 
are never loaned to anyone, but any 
number of prints may be obtained from 
them in 24 hours or less. Each shop 
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The envelopes con- 
taining photo neg- 
atives are all 
housed in shelf files 
and controlled by 
TVA’s Knoxville 
office. 


employs a_ top-notch professional 
photographer who knows all the tech- 
niques and all the equipment, supplies 
and problems of modern photography. 
These men handle all the more impor- 
tant photography jobs, including all 
construction progress photographs. 

The control for TVA photographic 
records has worked quite well. About a 
year ago, however, a new factor was 
introduced which is causing us some 
concern in records management. This is 
the growing use of Polaroid cameras in 
record making. In a great many field 
situations this technique has a definite 
advantage which our field employees 
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have been quick to exploit. This is the 
assurance of adequate pictures by an 
amateur before an object, condition or 
scene changes or disappears. But from 


the standpoint of controlled photo- 
graphic records, which is easy and 
simple where film negatives are in- 
volved, peeling a finished print off the 
camera 60 seconds after exposure can 
easily cause problems in a records man- 
agement program. It’s so easy just to 
add these quick prints to a desk drawer 
collection to await the rainy day identi- 
fication which usually never takes place. 
In a year or so the fellow who took 
them won’t be able to identify them, 


8] 





£% 


Before and after photographs of a TVA soil erosion and reforestation project. These are 
some of TVA’s most valuable photographic records. 


even if he’s still around. 

In an effort to solve this rapidly grow- 
ing problem, we recently made a thor- 
ough study of our use of Polaroids, and 
sent the findings to all offices and 
divisions in our periodic Records Man- 
agement Bulletin. As a result of this 
study, the TVA instruction on maps and 


engineering records services was im- 
mediately revised to caution users of 


Polaroids to send finished prints to the 
photo and blueprint shop nearest them, 
along with a completed TVA form 
2302, Film Record, showing complete 
identification of the pictures, for num- 
bered coding and conversion to film 
negatives. We think this will do the 
trick. It if doesn’t, whatever else is 
necessary will be done to preserve this 
important segment of our records. 


TVA photograph- 
ers follow a set 
schedule to make 
work progress 
photos. Their Chat- 
tanooga photo- 
graphic darkroom 
is illustrated on the 
cover of this issue. 
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Recruiting, Training and 


Managing Systems Personnel 


NEIL POLLOCK, Manager, Organization & Methods Dept., 
Stewarts & Lloyds, Ltd., Birmingham, England 


HE PRINCIPAL FUNCTION of 

a unit set up for systems and pro- 
cedures work is to improve the effici- 
ency of the company of which it is a 
part. Its duties will include selection, 
training and management of staff; re- 
ceiving or selecting assignments; plan- 
ning, programming and _ controlling 
these assignments; the acquisition of 
specialist knowledge. 

Any company wishing to set up such 
a unit is faced with the problem of 
finding suitably qualified personnel. 
This is less difficult once the unit is 
established. Recruitment will be influ- 
enced by various factors, such as the 
terms of reference of the unit itself, its 
size, kind of experience needed, length 
of time an individual is to be kept on 
systems work, and degree of specializa- 
tion within the unit. 

While these factors are generally 
valid, an individual may occasionally 
have to be selected with specific and 
relatively narrow objectives in mind. 
But in this article it is assumed that 
recruitment is made for systems gen- 
erally. This is more common, and per- 
sonnel chosen are usually trained to be 
capable of taking charge of a wide 
range of assignments. 

A prospective candidate should, 
ideally, possess certain personal quali- 
ties. These include a critical but con- 
structive mind, interested in problems, 
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their analysis and solution; curiosity, 
keen observation, sound judgment, and 
common sense; the ability to persevere 
in the face of difficulties and study 
detail without loss of interest; tact, per- 
suasiveness, and social acceptability; 
imagination and initiative, along with 
the ability to work as part of a team; 
finally, enthusiasm—particularly with 
regard to systems. 

How about skills? The ideal candi- 
date should have marked skill in 
expressing his ideas orally or on paper; 
some previous experience in studying 
company organization; a good degree 
from a recognized university or its 
equivalent; and some documented evi- 
dence of a sustaining interest in human 
relationships and industrial and com- 
mercial topics. 

It should be emphasized that the 
right personal qualities are more im- 
portant than previous training and 
experience. Lack of the latter can 
usually be remedied—failure of the 
“human touch” cannot. 

This ideal specification precludes 
direct recruitment from colleges and 
universities, i.e., men under 25. Cur- 
rently, therefore, it is unrealistic and 
the employer is forced to compromise. 
This should be at the expense of train- 
ing and experience, the lack of which 
can be made good. Selection should be 
made from those younger men who, 
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though lacking in experience, have the 
personal qualities to justify a relatively 
costly training. 

Recruits should be looked for inside 
and outside the company. Those drawn 
from outside should be given an initial 
period of instruction in company ob- 
jectives and background before getting 
down to systems work. It is difficult to 
specify age limits as much depends on 
the size and scope of the individual 
unit. Anyone under 20 is probably too 
immature, while those starting over 40 
may lack the necessary adaptability. 

How long should a man stay in sys- 
tems work? Is it a. career in itself? 
Implicit in the attributes and training 
of a successful systems man is the 
probability that he will make a good 
manager. The practice of systems pro- 
vides valuable training for senior 
administrative positions and it is likely 
that there will be promotions out of the 
unit. Experience suggests that few men 
want to stay in systems all their working 
lives, but their stay should not be too 
short. Perhaps the optimum period is 
not less than five nor more than 15 
years. 

After recruitment comes training, 
always a problem if only because of the 
relative smallness of most systems units. 
Training must inevitably be on-the-job, 
with additional courses to fit individual 
requirements. The trainee should be 
made thoroughly aware of the com- 
pany’s background, purposes, organiza- 
tion, personalities, idiosyncracies and 
practices. He should be trained in cleri- 


cal procedures, supervision and control 
techniques, utilization of machines and 
equipment, and forms design. Most 
important, he should be given a thor- 
ough knowledge of the techniques of 
investigation, analysis and review. 

Training in the first of these is essen- 
tially parochial and cannot be gotten 
from text books. If the firm’s resources 
are small, instruction in the rest can 
sometimes be given by outside agencies, 
such as a similar unit in a larger com- 
pany, courses by local authorities, or 
courses in specific equipment by the 
manufacturers. Ideally, the unit should 
run its own periodic training courses. 
These are not easy to initiate, and 
harder still to prepare. So far, however, 
they have proved the best way to give 
formal instruction tailored to meet the 
needs of a particular company. 

Much of the training can come from 
senior men passing on their experience, 
and the “apprentice” method is widely 
used. Finally, such sources as text 
books, articles, professional association 
meetings, fellow systems men in other 
companies, and dissemination of case 
data within the unit itself should not be 
overlooked. 

Once it is recruited and trained, 
where should the systems unit begin its 
work? If the principles of work study 
are applied, then the work chosen 
should be that offering the greatest po- 
tential economy. Reduced operating 
costs are the normal objective of any 
plant methods change, the obvious 
choice being the method affording the 





The right personal qualities are more important than 
previous training or experience. 
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Unlike the plant, the office can afford to spend more 


to improve its service. 





largest saving. The case of the office is 
rather different. It is service. If this is 
inadequate, the answer may be to spend 
more on it rather than less. Savings 
often result somewhere in the organiza- 
tion as a result of improvement in serv- 
ice, although they are generally indirect 
and consequently difficult to assess. 
Hence assignments may be directed to- 
ward improvement of service rather 
than to producing easily measurable 
savings. There will, of course, be occa- 
sions when both can be combined. 

Should there be a master plan? It is 
sometimes well to plan a program per- 
mitting systematic review of procedures, 
provided this does not lead merely to a 
series of academic surveys that do not 
result in action. Such a program is, 
however, difficult to adhere to. An 
organization that is growing has grow- 
ing pains, and once the unit has won 
confidence it is sure to receive demands 
to “come over into Macedonia and help 
us.” As a matter of policy these requests 
should be answered, if only because by 
so doing the ground is prepared for a 
planned review. Indeed it can be argued 
that there is a positive advantage in 
starting the search where a problem 
arises. Top management could draw up 
an outline of suggested work, in consul- 
tation with the appropriate executives, 
leaving the timing of the individual jobs 
to the discretion of senior systems men. 
But, generally speaking, most commer- 
cial systems units tend to get their 
assignments as the need arises—“putting 
out fires.” 
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There may, of course, be special 
reasons for management to initiate an 
assignment. These would include meet- 
ing new needs; reducing costs or simpli- 
fying procedures to give greater con- 
venience in operation; preventing or 
reducing errors; improving security; 
overcoming difficulties in timing; im- 
proving appearance and legibility; and 
trying out new equipment. Obviously 
any of these reasons may be of suffi- 
cient importance to dictate the pro- 
gramming of assignments. 

Experience has shown that the most 
attractive assignments in terms of 
potential savings are likely to be in 
areas most difficult to investigate and 
improve. Much depends on the skill and 
training of the systems staff. If manage- 
ment is at a loss to decide on the pattern 
of the early work, it may be profitable 
to pay attention to forms. Forms 
scrutiny can be a useful point of entry, 
not only because economy is possible in 
redesigning, but because such scrutiny 
cannot be wholly effective without an 
examination of the procedures that use 
the forms. 

In short, it is not easy to decide the 
best place to start, although the follow- 
ing may aid in making the decision: the 
state of training and skill of the systems 
unit; organization points where current 
practice is especially unsatisfactory; 
those activities that are most expensive; 
willingness of a particular executive to 
use the service; and the rate of com- 
pany growth. 

(Continued on page 134) 








The Rebirth of 


N THE LAST DECADE or two, 

the booming popularity of the spirit 
and offset duplicating processes has 
tended somewhat to eclipse the tech- 
nological advances made in stencil dup- 
licating. Therefore, there may be a 
surprise in store for many viewers of 
the new, advanced mimeo process who 
retain old memories of blurred type, 
messy inks and scratchy illustrations. 
They will now see stencil duplicators 





Times Facsimile Corp. 


The Stenafax. 
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pouring out rather sophisticated formats 
and layouts, complete with illustrations, 
even halftones, with bold display type 
and justified text. What happened to 
the old mimeo process? 

For one thing, the manufacturers of 
stencil duplicating equipment were not 
sitting idly by while other processes 
were making rapid advances. The prob- 
lem of improving the mechanics of 
stencil duplicating was a comparatively 
routine one. Engineering research de- 
partments quickly found ways to im- 
prove inking, feeding, speed, uniformity 
and the general appearance of the final 
printed image. In some instances manu- 
facturers eliminated liquid inks and 
introduced printer's style paste inks in 
disposable tubes. Others added print- 
er’s style cylinders and oscillating roll- 
ers. So the quality of reproduction was 
vastly improved, but there still re- 
mained one obstacle—the preparation 
ot the stencil was still chained to the 
limitations of a standard typewriter. 

The manufacturers reasoned that the 
popularity of the offset and spirit proc- 
esses was largely due to the simplicity 
and economy of preparing original copy 
because paste-up and scissors gave un- 
limited scope to the imagination of the 
layout artist. The camera faithfully re- 
corded the layout and the offset plate 
faithfully reproduced what the camera 
saw. Since the greater portion of any 
office’s printing requirements is _re- 
printing, the camera becomes an im- 
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Stencil Duplicating 


portant medium. So the problem was 
to create a means of photographically 
preparing stencils for the mimeo proc- 
ess which would be in keeping with 
the mimeo process’s simplicity and 
economy. This has been accomplished 
and the stencil duplicating industry 
faces a future that is more promising 
and rosy than the manufacturers them- 
selves had dreamed possible. 

The “camera” for stencil duplicating 
is really not a camera, but a facsimile 
copying machine. It is desk operated 
and no more complicated to use than 
starting your car. The original copy, 
whether it be a previously printed piece 
or an original pasted up layout com- 
plete with illustrations and type, is 
placed around one of a pair of cylin- 
ders and a blank stencil goes around 
the companion cylinder. Set the gauges 
and flick the switch, and the electronic 
scanning device records the image of 
the original copy faithfully on the blank 
stencil in a matter of minutes. Some of 
the different makes of facsimile ma- 
chines are illustrated in this article. 

Not all users of stencil duplicators 
have sufficient volume to justify eco- 
nomical ownership of a facsimile stencil 
cutting machine but swift, economical 
electronic stencil service is available. The 
situation parallels that of the many users 
of offset duplicators who depend on out- 
side service for negatives and plates. 
The facsimile technique is popular for 
such highly diversified operations as 
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real estate, church, airlines, radio, ad- 
vertising, engineering and many other 
businesses with equally divergent appli- 
cations. For example; 

A real estate organization duplicates 
floorplans, area maps and even photos 
of buildings, together with descriptive 
copy, and mails out the reproductions 
the very same day the assignment is 
received. 

An automobile parts wholesaler 
pastes new prices over old ones on a 
previously printed catalog page and 
runs the entire page, illustrations and 
all, on a stencil duplicator for immedi- 





Addo-x, Ine 


The Roneo-Tronic. 
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Rex-Rotary Distributing Corp 


The Electro-Rex. 


dealers and branch 


ate dispatch to 


offices. 

A movie exhibitor pastes exhibit 
dates directly on the proofs of film ad- 
vertisements supplied by producers, 
adds his own theater’s logotype, makes 
an electronic stencil and runs it off on 
his mimeo duplicator. 

A grocer meets chain store competi- 
tion by getting out spectacular hand- 
bills for weekend shoppers. He com- 
poses layouts by pasting up clippings 
of brand name products together with 
prices and selling copy and “stencilizes” 
the entire layout on his facsimile ma- 
chine for immediate reproduction on 
his stencil duplicator. He thus presents 
his latest news of popular brands in 
time to intercept shoppers headed for 
the competition. 

An advertising agency solved a cli- 
ent’s problem of getting suggested lay- 
outs in rough form to various partici- 
pating dealers for approval before 
commitment to expensive artwork and 
engravings. The artist’s layout is elec- 
tronically stencilized and run on a 
mimeo duplicator in the quantity 
needed. The material is in the mail to 
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dealers the same day that the artist 
submits the layouts. The quality of 
reproduction could not be surpassed by 
any other process in economy and 
speed. 

Publications, unable to fill all re- 
quests for tearsheets, run off additional 
copies from electronic stencils. 

If a survey of your duplicating re- 
quirements shows that the greater por- 
tion of your printing is reprinting, the 
electronic facsimile unit will allow you 
to simply stencilize existing copies, 
electronically, and run off only the 
quantity needed for short-range use. 
You avoid space-wasting inventories 
and possible obsolescence. If changes 
of any kind become necessary in a 
form or other existing printed material, 
simply paste the changes over the old 
copy and run off the new quantity 
needed. 

This method of producing short runs 
will be instantly recognized by the office 
manager as a highly desirable one but 
uneconomical if outside printing serv- 
ices are employed. Not only is a print- 
er’s short run expensive, but, there are 
other costly factors. Consider the ob- 
servation made by J. W. Rockefeller 
Jr., and Associates in their book Print- 
ing Is a Business: 

One important item which the (Printing) 
buyer must consider is the clerical cost to 
his own company of making out orders for 
small quantities of forms. Analysis of all 
forms purchased will usually show that, 
even in two years supply, a large percen- 
tage are purchased in lots of 1,000 or less. 
Since the overall cost of making out an 
order may be between $3 and $5, the 
actual cost of printing may be less than the 
combined printers’ and customers’ paper 


work. One of the most satisfactory ways 
to avoid these costs is the installation of 
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small printing equipment . . . in the forms 
stock room of the customer. 

The preceding is from a well known 
authority on printing costs. We can 
only add that the new technique in 
stencil duplicating brings the realization 
of an office printing section to even the 
small office. 

Where more ambitious applications 
are concerned (such as, house organs, 
literature, catalogs, etc.), there are a 
host of aids and services available to 
make your work truly professional in 
appearance. At one time the operator 
of a stencil duplicator had to depend 
on the dubious quality of stencil stylus 
work or die-impressed _ illustrations. 
While adequate for their purpose, these 
left much to be desired in the flexibility 
of layout. 

Today, a number of companies can 
supply an almost unlimited variety of 
stock art of rather fine quality. The 
selection is in catalog form under vari- 
ous Classifications of subjects. Thus, if 
your text calls for a winter scene, a 
kitchen or even a cartoon, simply select 
the illustration, clip it out and paste it 
down on your layout. 

Where typography is concerned you 
can use your office typewriter, or cold 
type composing machine to give you 
print-styles of type. You can produce 
justified galleys of type and paste them 
down with your illustrations on the lay- 
out for accurate stencilizing and stencil 
duplicating. Display types are also 
available for paste-up work. These 
alphabets can be composed into display 
heads either manually or by machine. 
There is a greater variety of attractive 
type faces than can be found in the 
average printshop. 
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In all, the quality of the end result 
in stencil duplicating, today, is limited 
only by the imagination and ingenuity 
of the scissors-and-paste-pot artist. The 
new reproduction equipment fairly 
guarantees a good reproduction of the 
original. 

New do-it-yourself techniques and 
aids to office printing are emerging in 
ever-increasing numbers. Their devel- 
opment and marketing are not without 
the inspiration of an astute business 
sense. Producers of these products have 
taken note of the inescapable fact that 
increasing labor costs are pricing pro- 
fessional printing out of the short-run 
market. Soon, even the small office will 
have to depend on its staff to provide 
its small printing runs, just as it does 
its Own typewritten letters and mailing 
operations. The introduction of a new 
high in the quality of stencil duplicat- 
ing, plus the automation of stencil 
preparation, brings closer the prediction 
made in the book Printing Is a Busi- 
ness by the Rockefeller Associates: “If 
the commercial job printer appears to 
be forced into either specialization or 
extinction, then the specialty printer 
and office equipment manufacturer are 
as certainly destined for one of the 


(Continued on page 115) 


Gestetner Duplicator Corp 


The Gestefax. 
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Davidson Corp 
Davidson offset duplicator. 


RAY MARIEN 

Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., 
New York 


"Addressograph -Multigraph 


Multilith offset duplicator. 


Corp. 


INCE THE BEGINNING of World 
War II, the office has witnessed a 
phenomenon as staggering to the im- 
agination as the growth of electronic 
data processing. This has been the 
development of the internal duplicat- 
ing department to such a high point 
that it holds a virtual monopoly on the 
reproduction of simple, flat office forms. 
Its presence has been felt strongly in the 
printing industry which has seen much 
of its former flat forms printing vanish 
back into the confines of the companies 
from whence it sprang. 
Along with this huge increase in the 


Masterlith offset duplicator. 
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Photostat ( 


Reproduce Forms on Your Own 


Duplicating Equipment 


use of internal duplicating equipment 
has come its working partner, the com- 
pany forms control program. A number 
of top flight innovations in the office 
duplicating field have triggered this high 
powered team in its battle to cut the 
cost of forms. Among these are the 
Xerox, an electrostatic means of making 
printing plates for offset. Then we have 
the Multilith, Davidson, A. B. Dick, 
Masterlith and Ditto office offset 
presses. All of them are good, easy-to- 
handle machines which are capable of 
turning out 842” x 11” forms at speeds 


dl 
A. B. Dick Co. 


A. B. Dick offset duplicator. 
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up to 9000 an hour. 

Equal in importance is the Vari- 
Typer and Justowriter for setting cold 
type. Now it is possible to set copy in 
a variety of type faces, make offset 
plates from the copy and print thou- 
sands of forms from them, all with 
relatively simple, inexpensive equip- 
ment, within the confines of an ordinary 
business concern. Certainly this equip- 
ment has its limitations. Most assuredly 
there are many things it cannot do. But 
for the majority of office forms it pre- 
sents the answer to rapid, on-the-spot 


Ditto, Inc. 


Ditto offset duplicator. 
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REPORT 


INITIALS 





PARALLEL RULES 








HOURS TOTAL 


1/2 TO 2 PT. RULES 


TyPE | cout 


—EE 


2. 


HAIRLINE RULES TYPOGRAPHY 


VERTICAL LINES 


OOT LEADERS SCOTCH RULES 


Some of the rules and type that can be composed on the Vari-typer. 


low cost confidential duplication. 

It is the job of the forms control 
department to see to it that this equip- 
ment is properly used, within its limita- 


Davidson Corp. 


Composing a form on the Vari-Typer. 
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tions. By the application of time proven 
techniques, the forms control specialist 
has achieved this aim to a large degree 


and a new, vital branch of office 
services has grown to maturity. 

Last month we discussed the prepara- 
tion of printing specifications. We now 
come to the point where a decision 
has to be made by the forms analyst as 
to where a particular form should be 
printed: inside or outside of the com- 
pany. If the decision favors internal 
printing, it will be composed and per- 
haps a plate will be made of it, then it 
will be sent to the duplicating depart- 
ment along with specifications for print- 
ing. If the choice leans toward outside 
sources, it will be sent to the purchasing 
department with a requisition and the 


Tue Orrice—April, 1959 





Perhaps it’s time 


for a fresh design 
and a bright new 


WESTON paper 


Your printer, advertising agency or 
letterhead designer will gladly sug- 
gest a new design and a paper of 
appropriate quality from the com- 
plete family of Weston cotton fiber 
letterhead papers—including Old 
Hampshire Bond (Extra No. 1, 
100%), Defiance Bond (100%), 
Winchester Bond (50%), Weston 
Bond (25%) and Weston’s Hand 
Weave (25%). Write Dept. OF 
for samples. 





Better Papers are made with cotton fiber (2{=umg=t=) 


BYRON WESTON COMPANY 
Dalton, Massachusetts 


Makers of Papers for Business Records Since 1863 


WESTO ™ PAPERS 


Leading Makers of : LETTERHEAD PAPERS +» POLICY PAPERS « LEDGER PAPERS + INDEX BRISTOLS 


For More Information Circle No. 221 
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Making an offset master in a Haloid Xerox 
processor. 


, 


ubiquitous “spec sheet.” In the latter 


event however, at least three copies of 
the forms design and three spec sheets 
should accompany the requisition, so 
that the purchasing department can 
obtain bids on an equitable basis. 


A forms design, no matter how care- 
fully executed, is not in itself a proper 
subject for reproduction. It must be 
transposed into black-and-white camera 
copy, with the type set by machine and 
the lines carefully ruled in India ink. Or, 
it can be set in metal machine or hand 
type by a commercial typographer on 
the outside and then ruled by means of 
a wax plate engraving or hand-set-rules. 
Once again, we choose the first method, 
and we turn to our office composing 
machine. This looks like a typewriter at 
first glance but, in the Vari-Typer, the 
key stroke is completely different. When 
you press a Vari-Typer key it activates 
a rotary anvil containing two shiny 
metal segments or fonts. Each font, 
small enough to fit into the palm of 
your hand and weighing only a fraction 
of an ounce, contains all the characters 
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of the alphabet, plus punctuation and 
symbols, in one style of type. With two 
fonts in your machine, you have the 
advantage of instantaneously switching 
from one type style to another. 

Speed is not important in a Vari- 
Typer. Although a good operator can 
make it move along at a pretty fair 
pace, it can go so fast and no more 
because of its revolving anvil action. 
Yet, it is fast enough for office forms 
and very flexible with its wide variety of 
available type fonts. In fact, there are 
two series of fonts designed specifically 
for forms work. These fonts come in 
assorted sizes from 2-point up to 12- 
point and it takes an expert to tell them 
from professionally machine set type. 

Once the camera copy, finished layout, 
artwork, mechanical or whatever you 
wish to call it, is finished, it is ready 
for platemaking. Here you have two 
basic choices. You may make a nega- 
tive with your own camera (if you have 
one) and then an aluminum pre-sensi- 
tized printing plate in your own vacuum 
frame from a contact exposure with the 
negative. Or, you can turn to your 
Xerox equipment and make a paper or 
aluminum offset plate. In the hands of a 
skilled operator, the Xerox can make 
excellent plates for forms in a few 
minutes. Photocopying machines also 
can be used to prepare offset masters. 
Paper plates can be used for up to 
5000 copies and aluminum plates can 
produce as many as 40,000 copies be- 
fore the plate wears out. 

If you have no facilities for plate- 
making, you can resort to the direct 
image paper plate, or purchased plates. 
The direct image plate is heavy paper 
with a special coating which repels 
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...we just finished a 52 hour 
collating job in 7% hours. 


Collating duplicated sheets into sets has been a 
tiresome, time wasting task in our office for 
as long as I can remember. 


Now with our new Thomas Collator—what a 
difference! One girl, one collator, one hour . 

in what used to take all day and... no mad 
scramble to meet last minute deadlines. 

Why not write the people at Thomas for complete 
information—or a free demonstration? If you’re 
like my boss and me... you’ll be glad you did. 


9 


Thomas Collators Inc. NUZ 


50 Church St., Dept. B, N. Y., N.Y. quip, 
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water, yet picks up the greasy image 
from a special ribbon when copy is set 
directly on its surface either by type- 
writer or Vari-Typer. It is also possible 
to write on these plates for reproduction 
with special ballpens, pencils or inks. 
The chief requirement is that the writ- 
ing fluid be grease-based (so it will pick 
up ink in printing). 

Direct image paper plates are not 
recommended for forms printing as the 
image does not hold very long to the 
surface of the plate and usually washes 
off in anywhere from 500 to 2000 im- 
pressions. Their virtue is that they are 
cheap and fast to prepare. Smaller 
letters “emboss” (print only in outline) 
occasionally, and the ruling is some- 
times unsatisfactory. However, for 
temporary forms, very short run forms, 
or oversize forms (which cannot be 
made on standard Xerox equipment), 
they serve very well and do the job up 
to a point. 

Should you have no_platemaking 
equipment whatsoever and have to buy 
your forms printing plates outside, you 
will find that the price is surprisingly 
small in the larger cities. For example, 
there are platemakers in New York who 
will make a zinc offset plate (84%2” x 13” 
image) and deliver it to you along with 
its Opaqued and stripped negative for 
less than $3. If you do not use too many 


plates, this is worth considering. 

Whether your typist prepares direct 
image paper plates or oversize layout 
sheets for camera, there are certain 
points she should bear in mind when 
operating her machine (see page 101). 

The Vari-Typer and Justowriter, as 
well as the Marginator attachment on a 
manual or electric typewriter, can 
justify type, i.e., flush right margin like 
and columns on this page. However, 
this has limited use in business forms, 
except in such areas of heavy type as 
“terms and conditions” of an order or 
invoice. Justification adds to the prepa- 
ration time. 

To help the forms designer produce 
more and better designs as well as 
camera copy, several useful ideas have 
been brought into play lately. Among 
these is a preprinted paper offset master 
bearing a 12 x 12 to the inch graph, 
84%” x 11” overall, exactly the same as 
the drawing sheet. This preprinted 
image is non-reproducing and does not 
print when the plate is run. It is used 
purely as a guide to draw the form on 
the direct image plate when a short run 


Typist operates the 
Friden Justowriter 


recorder to  pro- 
duce punched tape 
from which the re- 
producer auto- 
matically composes 
justified type in 
sizes from eight to 
14 pts. 
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Now Venus equips the famous “cross between the 
pen and pencil”® with the remarkable new ‘Camel 
ink-cartridge; doubles the ink supply, doubles the 
writing mileage. Result: the most efficient, econom- 
ical writing tool that ever went td work in the office. 

Another big exclusive: the new cone-shaped 
point that writes smoother, easier from any angle. 
Other great ball PEN-cil features: the slim wood 
*PAT. NO. 2,678,634 


barrel that’s light as a pencil; permanent ink that 
writes dry; nothing to twist, click or turn. And 
Venus now offers this great office favorite in 9 
models—each designed for a specific writing job. 29¢, 
39¢, 49¢, 59¢ each. Less by the dozen. Blue, black, 
red or green ink. Order from your stationer today. 


VENUS ball PHN: cil’ 





Gentlemen: 0 Double Duty (39¢). Camel cartridge. 
Please send, for 
department test- 0D Regular (29¢). 
ing, one sample CD Super Fine (39¢). 
Venus ball PEN-cil, O Reproducing (49¢). 


ink O for Checking (49¢), 
style and in 0D Laundry Marker (59¢). Black Ink Only. 
color indicated. 


0D for Auditors (49¢). Camel cartridge. 





MAIL THIS FREE TRIAL COUPON TODAY 


Ink Color 
DC for’Stenographers (49¢). Camel cart. Ink Color 
Ink Color. 
Ink Color___. 
Ink Color__. 
Ink Color_ 
Ink Color. 


0) Liquid Velvet (29¢). Erasable Liquid Graphite. 


04-59 
Venus Pen & Pencil Corp., Lewisburg, Tenn, 


NAME. 





(please print) 


FIRM NAME__ 





ADDRESS. 








STATIONER’S NAME 
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More business is done on the DICTABELT record 
than any other dictating medium in the world 


One Dictaphone TIME-MASTER can 
contribute $1,250 a year to your profits 


Only the Dictabelt record gives you such 
confidence in dictating. Fidelity—your sec- 
retary can’t mistake it. Permanence—can’t 
be erased accidentally. Visibility—you see 
your recording and your place. 

The Dictabelt is the heart of the new, all- 
transistor TIME-MASTER dictating ma- 
chine—the finest, most automatic system 
for business communications in the world 


. and the greatest value you can buy. 

Not a second is wasted waiting for your 
secretary. Just pick up the microphone and 
talk your work away. All necessary dictat- 
ing controls are on the mike. 

Automatic dictation can gain at least an 
hour a day for communications—your most 
important job. For a $10,000-a-year man, 
this is $1,250 worth of time gained a year. 
Call a Dictaphone salesman for a free dem- 
onstration in your own office. 


THE NEW, ALL-TRANSISTOR Dictaphone TimME-MASTER 


sred tradem 


Canada; 17-19 Stratford Pl., Lor 


f Dictaphone Corp., 4 exington Ave., N. Y. 17, N. Y.; 


Jon W.1, England 


For More Information Circle No. 185 
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DO vary the pressure when shifting 
from large fonts to small ones. 

DO lighten 
working on 
plates. 


the pressure when 
direct image paper 


DO cut in your corrections on a 
light scope and back them up with 
white opaque Scotch tape. Paste-ups 
sometimes result in shadows. 


DO strike over the letters in some 
of the larger fonts on oversize work 
otherwise you are liable to get gray, 
uneven tones in these letters. 


DO handle copy and paper plates 
by the edges. Fingerprints, smudges, 





DO’S AND DON’TS FOR TYPING OFFSET MASTERS 


cracks and folds in the paper some- 
times reproduce. 


DON’T erase deeply on paper 
plates. Merely flick off the black pig- 
ment with a clean eraser. 


DON’T waste too much time trying 
to erase ballpoint lines. Ballpoint lines 
on paper plates will pick up ink any- 
way if they are deep. 

DON’T prepare paper plates with- 
out first cleaning the type on your 
machine. 


DON’T handle paper plates or over- 
size copy in a careless manner. Keep 
them clean and protected by cover 
sheets (acetate or tissue) at all times. 








will suffice. It makes it virtually child’s 
play to copy a design from the blue 
sheet to the plate, rule it up and type it. 

Another help is the photo-reproduced 


type on cardboard or transparent ace- 
tate. This works best for large titles, 
display type, addresses, company names, 
etc. 

One of the cleverest means of simu- 
lating two-color printing from one offset 
printing plate is the gray-line form. This 
is an attractive and economical substi- 
tute for pen-ruling (colored lines laid 
down by a mechanical ruling device at 
the printer’s). To obtain the desired 
effect of the lines appearing gray, while 
the rest of the form and the text remains 
black, two pieces of separate copy are 
prepared. One is composed of only the 
lines you wish to be gray and the other 
of the black copy. They should be in 
perfect register. They are photographed 
separately, with the ruled line copy 
being screened down in the manner of 
a halftone. The solid black copy is shot 
as it stands, unscreened. The two nega- 


Tue Orrice—April, 1959 


tives are then burned into one plate, 
consecutively. The result is a combina- 
tion plate consisting of screened lines 
having a grayish tone, contrasting sharp- 
ly with the black copy on the remainder 
of the form. Such a form is ideally 
suited for accounting work where light, 
unobtrusive lines are essential. 

If a form is half-size (812” x 5%”) 
or quarter-size (44%4” x 542”), the forms 
analyst is faced with a problem. Should 
he have the copy prepared two-up or 
four-up? Or should he have the copy 
made once and reproduced on camera 
by the step-and-repeat method to pro- 
duce two or four of the same images on 
the one plate, side by side, so that 1000 
impressions on the offset press will pro- 
duce 2000 or 4000 forms after cutting. 
The amount of composition is the 
governing factor here. If the small form 
is highly complicated and represents a 
lot of composition, it is cheaper to pre- 
pare it only once and have the plate- 
maker make it two-up or four-up. A 
simple form, two-up, should be pre- 
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pared twice on one sheet for camera, 
and one large negative made. This saves 
the step-and-repeat charge. 

Office duplication on small offset 
equipment can be amazingly versatile as 
well as economical. From time to time 
we hear a few operators complain that 
they cannot run stock of less than 13-Ib. 
basis weight, or they cannot run 
envelopes, or they cannot run heavy 
blacks, and so on. Investigation of these 
moans generally shows that it is rarely 
the fault of the equipment. Instead it is 
usually a lack of skill and resourceful- 
ness on the operator’s part. 

We have seen beautiful, solid blacks 
run on small offset duplicators. So much 
black in fact, it looked like white print- 
ing on a black ground! Actually, it was 
a reverse plate and the operator suc- 
ceeded in getting his deep black cover- 
age by the simple expedient of added 
ink rollers. 

As for light stocks, a good operator 
can turn out 5000 forms an hour on 
9-lb. manifold paper. He might resort 
to cockle finish for the added body. 

Envelopes, tab cards and even labels 
can be run smoothly and satisfactorily 
on small offset machines. There is a 
label stock that looks ungummed and 
has a slightly rough feel to the coated 
side, but the gum is there and becomes 
glisteningly visible when moistened for 
application. 

Some operators have difficulty run- 
ning masters from masters. These take 
a quick-drying ink, while forms can 
take a slower drying ink because of the 
porosity of the forms paper. Glossy coated 
paper masters do not absorb the ink. It 
must dry by itself. Consequently if slow- 
drying inks (which have the virtue of 
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being able to be left overnight on the 
press without washup) are used, the 
plates will pick up ink from the face of 
the preceding ones, or they will smudge. 
Even worse, if they are put away for 
use months later, when they are thought 
to be bone dry, it often turns out that 
they are still wet. This means that as 
soon as they are put on the press, the 
background form washes right off as the 
wet ink is pulled off, leaving only the 
filled-in data! 

Paper plates can be preprinted suc- 
cessfuly, but several precautions must 
be taken. First, the press must be run at 
slower speeds. Second, the ink must be 
quick-drying. Third, slip-sheeting must 
be resorted to occasionally. Fourth, the 
plates should be spread out to dry after 
running and before stacking. Should 
you find yourself with a batch of “wet” 
preprinted masters and you wish to sal- 
vage them for immediate use, bake them 
for a minute in a Xerox heat fuser or 
lay them on a radiator. Even the heat 
of an incandescent light bulb will help. 
Then they can be run without washing 
off. 

If an exhibit were ever held showing 
examples of work produced on small 
offset duplicators, it would amaze most 
people. Two and three color printing of 
razor-sharp register, reproduction on all 
kinds of stock from manifold to deckle- 
edged cover stock, all clear and clean. 
Full ink coverage in broad areas of 
solids would be commonplace. In brief, 
it would be impossible to differentiate 
these samples from professional print- 
ing. That gives you an idea of the kind 
of work that can be turned out on this 
equipment with a trained, intelligent 
operator. 
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Csilbert Papers 


The brilliance and business-like crisp feel of 

these, America’s finest bond papers, give added 
authority to your message... get attention... 

get results. There is a wide variety of Gilbert cotton 
fibre papers... Superior for business 
correspondence and business records ... available 
through your printing supplier and local Gilbert 
Paper Merchant. Ask for samples. 


GILBERT 


PAPER COMPANY 


wEWASHA wiscons'™ 


A GOOD LETTER IS ALWAYS BETTER ... WRITTEN ON A GILBERT COTTON FIBRE BOND 


For More Information Circle No. 195 
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Jos. W. Thompson Melvin L. Levin John R. Gray 


The Biggest NOFA Convention 


ITH MORE EXHIBIT booths John R. Gray, executive director. 
sold than in any previous year, Slated for May 1-4 at Miami Beach, the 
the 13th annual convention of the big show will be housed in one of the 
National Office Furniture Assn. will be South’s most modern and _ spacious 
the largest in its history, according to exhibition halls. Convention head- 


NOFA Convention Program 


THURSDAY, APRIL 30 
9a.m.to5p.m. NOFA SALES INSTITUTE: Dr. Joseph Thompson, Michigan State 
University. 
12:15 p.m. Officers Conference and Luncheon. 


FRIDAY, MAY 1 
9:30 a.m. Business Meeting, Election of Officers. 
11:00 a.m. OFFICE FURNITURE MANAGEMENT CLINIC. 
Noon SELLING IN THE JET AGE: Walter N. Johnson Jr., Senior Vice President, 
Capital Airlines. 
2to9 p.m. Exhibits in Convention Hall. 


SATURDAY, MAY 2 


9:30 a.m. WORKSHOPS—DEALERS: R. P. Lewis; MANUFACTURERS: J. M. Eppinger, 
B. G. Mesberg Corp.; REPRESENTATIVES: James C. Hearn. 
11:00 a.m. Report of Werkshop Groups. 
Noontoép.m. Exhibits in Convention Hall. 
6:30 p.m. Aquacade, Water Show, Cocktail Party. 
7:30 p.m. Annual Banquet and Entertainment. 


SUNDAY, MAY 3 
10:30 a.m. Non-Denominational Religious Service. 
Noon to7 p.m. Exhibits in Convention Hall. 
8:30 p.m. BRAINSTORMING FOR PROFIT-MAKING IDEAS: Dr. Joseph W. Thomp- 
son, Michigan State University. 
MONDAY, MAY 4 


10 a.m.to4p.m. Exhibits Open to Business Executives by Invitation Only. 
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You 
Wouldn't 


Set 
an 


Expensive 
Machine 








On 
Toothpicks! . . 





The fact is—some old- 
fashioned office machine 
stands are just about as 
unstable as four spindly 
toothpicks! Take a look at 
yours... then look at Cramer 
“Guardian’Office Machine 
Stands. Sturdy steel 
construction. Safety domes 
edged with plastic rings that 
“freeze” stand to floor. 
Fingertip levers control 
casters and side leaves. 
Baked enamel finish, 

in a choice of colors. 





Your expensive office 
machines deserve to be 
“Backed by the Best.” And 
there’s a Cramer stand 

for every office machine. 





CALL YOUR DEALER 


OR WRITE FOR COMPLETE DETAILS 
CRAMER POSTURE CHAIR CO. INC., 625 ADAMS, DEPT.O-4, KANSAS CITY, KANSAS 


For More Information Circle No, 260 
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WHY THE 


IS THE IDEAL 


FOR YOUR OFFICE 


It’s easy to operate *« You don’t need 
a specialist to run the Masterlith. 
Setup steps are few and simple. Cor- 
responding scales make it easy to 
position the image on the paper. 
Turning a knob gives hair-line reg- 
ister. No tools are needed for normal 
operating adjustments. 


Even an inexperienced office girl 
(or boy) quickly learns to do good 
work on the Masterlith. A Photostat 
Corporation representative trains 
your operator, stays with him as 
long as needed. 


It’s versatile « The Masterlith is at 
home on every kind of short-run, sys- 


tems, general or advertising dupli- 
cating. It’s easily adapted to any 
special kind of job you may have. 
You can use any type of offset 
plate. Masterlith will run a dozen . 
copies from a paper master prepared 
on a typewriter — or 20,000 copies 
of a three-color advertising piece. 
Shifting from one type of work to 
another is fast; you can even change 
from one ink color to another in two 
minutes, by loosening a few thumb 
screws and setting in another inker. 
Masterlith does an excellent job 
on any kind of paper, including man- 
ifold and enamel, in any size from 


For More Information Circle No. 385 
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3” x 3” to 11” x 15”. You can run 
envelopes, postcards, or tabulator 


cards two at a time, by adding a dual 
feed unit. 


It does beautiful work * Above all, 
Masterlith is designed to give top- 
quality reproduction from either di- 
rect-image paper or presensitized 
plates. Multiple-copy forms line up 
exactly, not approximately. “Sys- 
tems” copies are sharp, easy to read 


PHOTOSTAT CORPORATION 
P.O.BOX 1970 TO, ROCHESTER 3,N.Y. 
Sales and Service offices in the Principal Cities of U.S.A. 


—not just barely legible. Bulletins, 
memos, catalogs and sales literature 
are so attractive you’re proud to 
mail them. 


It’s ideal ¢ With a Masterlith you 
can, in your own office, duplicate 
materials formerly jobbed out. You 
can include pictures, add the sparkle 
and impact of color. Masterlith is 
the ideal office duplicator because 
it’s capable, versatile, easy to run. 


Your hey O complete copy salinfaction |PHOTOCOPYING 
OFFSET 


PHOTOSTAT Hg 
: MICROFILM 


PHOTOSTAT IS THE TRADE MARK OF PHOTOSTAT CORPORATION 


For More Information Circle No. 385 
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TIME - MONEY - EFFORT 
with a Staplex 


AUTOMATIC ELECTRIC STAPLER | 


Get a fast, accurate, dependable 
Staplex to do all your stapling. 
Don’t let work pile up . . . don’t 
waste irreplaceable minutes with 
antiquated stapling methods. Get to 
that job with Staplex ... and you'll 
get it out in record time! 


Staplex is completely automatic 
...banishes boredom and fatigue 
... boosts employee morale... puts 
dollars in your pocket with savings 
in time, money and energy. 


Send this coupon today! 


THE Sfaz7f22x COMPANY 


775 Fifth Ave., Brooklyn 32, N.Y. 


[_] Show me STAPLEX in action! 
[}] Send me further information 


ve 


COMPANY _____ 


ae ae 
© 1959 The Staplex Company 


For More Information Circle No. 343 


| quarters will be the Fontainebleau Hotel. 
Keyed to the general convention 
theme, “Selling in the Jet Age,” Dr. 
Joseph W. Thompson, formerly asso- 
ciate professor of marketing at Michi- 
gan State University and _ recently 
named director of the School of Hotel 
Management, will direct the second pre- 
convention NOFA Sales Institute. This 
will offer the latest ideas in sales 
techniques, motivation and creativity. 
| Sessions will be held all day April 30 
at the Fontainebleau. 
Convention chairman is George L. 
Stuart, George Stuart, Inc., Orlando, 
Fla., assisted by V. L. Caldwell of John 
Wanamaker, Philadelphia, who is co- 
chairman. ; 
| Commenting on the forthcoming 
'meeting, NOFA president Melvin L. 
Levin predicted that this year’s sales will 
/soar far beyond the one billion dollar 
_mark. He noted that today’s office furni- 
ture manufacturers are turning out 
more modern, colorful and scientifically 
efficient furniture than ever before. 
Laminated plastic desk tops in bright 
pastel colors will be major sellers as 
designers strive for greater use of color 
in modern offices, he said. Pointing out 
that the office furniture industry has 
been the sleeping giant of the retailing 
industry, Mr. Levin said that, thanks in 
great part to the promotional leadership 
| of NOFA, retailers have joined manu- 
facturers in not only bringing furniture 
styles up-to-date, but also the techniques 
of offering greater service to office 
furniture buyers. 
Heading the American-Caribbean 
| area attendance promotion for the con- 
| vention is Antonio Ruiz Galindo Jr., of 


| DM Nacional S.A., Mexico City. The 
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as much as 50% 

with Peerless 

QUICK SILVER... 

a completely new 
office 

fe} ale} Celore) o} mm 0] color -s-3-5 





Peerless Photo Products, Inc. 
Shoreham, Long Island, New York PEERLESS 


Gentlemen: ——_ 


Please send me more information about QUICK SILVER, 
the completely new office photocopy. process which: 


1 — makes single copies at only 5 cents each 

2 — makes an unlimited number of copies from one negative 
3 — makes all copies of equally good quality 

4 — eliminates peel-apart and throw-away sheet 


5 — is available as a combination unit or as a separate 
processor adaptable to your own copying machine 


6 — has no copy limitations 











NAME 





COMPANY 





STREET. 





ZONE STATE 
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your company: ts judged 
by the office you keep! 








= « 

Across America, Cole Steel Equipment has 

been chosen to convey the character of famous 

corporations, important small businesses and 

thousands of distinguished professional offices. 

Send for Through functional design, Cole Steel furniture 

‘ increases efficiency and adds dignity to the 

our latest catalog office you keep. Create a “new look” with Cole. 

Cole Steel Equipment Co., Inc » 415 Madison Ave , New York 17.N Y.+ Canada 329 Dufferin St., Toronto, Ont. cOLE-STEEL: ‘ 





— . any 2 z - * 





Mexican firm is among those exhibiting 
at the show for the first time. 

A carefully planned program, full of 
workable ideas for improving business 
in office furniture, is scheduled. Desks, 
chairs, filing cabinets, accessories, parti- 
tions, upholstery materials, drapery 
fabrics and lamps will be among the 
products displayed in the 2% acres of 
space allocated. Some of these items 
will be introduced for the first time by 
members. 

A_ record-breaking 
expected and convention delegates will 
be afforded as much free time as possi- 
ble so that they can enjoy the sun, 
ocean and outdoor living. of the vaca- 
tion spot. Members and guests will be 
housed in leading resort hotels. Besides 
the Fontainebleau, rooms will be avail- 
able at the Deauville, Carillon, Roney 
Plaza, Saxony, Lucerne, de Lido, and 
Shore Club. 

Complete convention package rate 
for members is $22, $18 for ladies, $30 
for non-members. This includes all 
exhibits and sessions, Friday luncheon, 
Aquatic Show, Saturday banquet, and 
other activities. Full information can be 
obtained from National Office Furniture 
Assn., 327 S. LaSalle St., Chicago 4. 


PRRRREES 


The Fontainebleau Hotel, Miami Beach, 
is headquarters for the NOFA Convention. 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES e OFFSET PLATES 
STENCILS ¢ SKETCHES * ARTWORK 
MASTERS © X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


20!/," wide, 52" high, 28" deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality E Dealers Everywhere—Special- 
ized Mode: poy enn ty! el Agencies 


Write for Complete Catalog 


ia 8 On | ee od | Od Oe OO). a 


16716 Westfield Ave © - Cleveland 10, Ohio 
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Just pull the tab... 


Ls = ae oy 4 a ed 9 ed a ha 


Only on EASTERN FINE PAPERS. Simple. Practical. Just lift the tab and pull. 
Phe ream of paper is open. No broken fingernails. No torn or cracked paper. 
Simplific 5 storage Ask your local supplier or write direct for test packets. 


PY Below lets! . AN alot ese) mae Beet Belem ll.) tel: le) lott Me Bae), Beleiiel 22.) sa me Geet, Balemel 7 velel - 


Oh EASTERN FINE PAPERS 


4 EASTERN FINE PAPER AND PULP DIVISION 
STANDARD PACKAGING CORPORATION « BANGOR, MAINE 
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Stencil Duplicating 
(Continued from page 89) 


biggest and most important jobs that 
have ever benefited American industry. 
Yes, indeed, the revolution is here.” 

With many models of today’s mimeo- 
graph duplicators, it is possible to 
change to a second color in five minutes 
or less. Registration is better than be- 
fore, too, being extremely accurate. 
When reproducing a typewritten form 
letter, gray ink can be used to more 
closely match the actual color of the 
average typing. This makes for more 
closely matched fill-ins. 

The paper requirements of the ori- 
ginal mimeograph machines involved 
one basic feature: absorbency. In earl- 
ier days, little attention was given to 


the other requirements which a paper 
must have to supply the smooth, effi- 
cient machine operation required of 
modern equipment. Years ago, a sim- 
ple, even fiber formation with complete 
absence of resinous sizing materials 
were the only requirements. Paper- 
makers called this type paper a “water- 
leaf” sheet. Its lack of sizing permitted 
rapid and complete penetration of ink. 
Since the ink was a mixture of oil and 
carbon particles, the process involved 
quick penetration of oil into (and 
through) the paper, resulting in the 
separation of carbon particles which 
remained on the surface to reproduce 
the copy. Advantages pertaining to 
speed, show through and offsetting 
were minimized. 

However, refinements soon devel- 
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ADAPTABILITY 

Shelves are adjustable ver- 
tically to any height for 
records of varying size 


SLIDING REFERENCE SHELF 
Installed any place in range, 
Slides out of the way, when 
not in use 


CONTINUOUS RANGE 
No barriers between 
sections of ‘shelving 


OF EACH AND OFFERS YOU... 


Before you install shelf filing, be sure you know 
the many advantages of Estey, over enclosed and 
cabinet-type 
usual features .. . 
designed for filing. 
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PLUS! .. . because it is 
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Be Just as 
Proud of Your 
Erasing 
as You Are of 
Your Typing! 


E ven on today’s su- 
perb machines— 


electrics or standards—typists make occa- | 


sional mistakes. But you can be just as 
proud of your erasing as you are of your 
typing. Erasing results are almost unbeliev- 
ably clean and quick with these specially 
selected Weldon Roberts Erasers for cor- 
recting impressions made through carbon 
paper or fabric ribbons. 


JUST TWO EASY ERASING STEPS 


4.1. no. 448 Green cLow 


Removes surface carbon to pre- 
vent smearing, Soft green rubber 
encased in spiral paper wrap- 
ping with pull-string for easy 
repointing. 


5. NO. 3650 GRAYPOINT 

Removes the final image. Wood- 
cased eraser with quality gray 
rubber core. Easily repointed in 
any pencil sharpener or with a 
knife. Hexagonal; won't roll 
off your desk, With whisk for 
brushing away eraser crumbs. 
(NO. 365 GRAYPOINT, same 


eraser without whisk.) 


OR: NO. 378 GRAYPOINT 


With same quality gray rubber 
core, Spiral paper wrapped, like 
NO, 448 Green Glow. The 
Graypoint Erasers are also superb 
for erasing impressions typed 
through fabric ribbons. 


>. . . 4 
iS Ganne 


eS: Sees ee er 


sone 


Order these erasers today 
from your stationer! 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 
World’s Foremost Eraser Specialists 


Waldon Roberts 
Enaranr 


Correct Mistakes in Any Language 


nes agente 
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oped with progress in stencil dupli- 
tion and perfection in reproduction. 
Paper technologists, realizing that re- 
finements in duplicating equipment 
necessitated exacting requirements, set 
their goal toward perfecting the paper. 
The proper degree of the physical and 
chemical qualities had to be determined 
and accomplished. In many instances 
perfection was gained through quick 
coordination of paper machine opera- 
tion and laboratory technicians. 

Sizing g¢haracteristics, which allow 
proper absorption of ink into the paper, 
were the first to be controlled. Then, 
as speeds of duplicating machines in- 
creased, surface characteristics required 
optimum values in uniformity of finish 
in every sheet. New methods of ma- 
chine manipulation and adequate test- 
ing controls were established to provide 
these qualities. Rigidity, opacity, 
color and folding characteristics were 
increased to higher values by extensive 
analysis of pulp fibers and resulting 
formulas to produce those qualities. 
In conjunction with increased speeds, 
it also became imperative that paper 
mills maintain their controls to a finer 
degree with respect to curl and flatness. 
This enabled a better accumulation in 
the receiving tray and is effective in 
reducing offset. Precise trimming equip- 
ment, electronically controlled, elimin- 
ated much human error in finishing. 

So today’s mimeograph papers pro- 
vide a finer medium for the finer copy 
which it is possible to produce on 
modern duplicators with electronic 
stencils. Modern stencil duplicators 
print effectively on stocks which could 
not have been used for mimeographing 
in days gone by. 

For More Information Circle No. 194— 


THe Orrice—April, 1959 











- , 











\ 


(le Town 


all-purpose use. The crowning achievement of 42 
years of leadership. 


A free sample is yours for the asking. See your 
Old Town dealer or write us. 


OLD TOWN CORPORATION 


Fstablished 1917 
750 Pacific Street, Brooklyn 38, N. Y. 
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When Hidden Losses Drain Your Profits... 





Cutting costs 
is our business 




















... It’s time to do 
something about it! 


Take a good look at your paperwork procedures. 

Are you certain you aren't losing hard-earned profit dollars— 
without even being aware of it—as a result of inadequate paper- 
work methods? 

Unnecessary and often hidden delays in paperwork handling 
hold down productivity and profits. The resulting losses usually 
accumulate penny by penny... day after day... year after year. 

Tens of thousands of U.S. concerns have turned to Multigraph 
Methods to eliminate hidden profit losses. Whether you use 
Multilith Offset for systems or office duplicating, business forms or 
promotional material, it will speed clerical operations and build 
your profits. 

If you are in any way responsible for keeping paperwork costs 
under control, you are entitled to a report on where and how your 
business can profit from Multigraph Methods. Call your nearby 
Multigraph Office or write for your free copy of “Is Your Business 
Held Down by Paper Waits?”, an informative booklet on modern 
developments in paperwork production. This new blueprint for 
paperwork economy has already proved helpful to thousands of 
business executives. There is no obligation. 


© 1959 A-M Corporation *Trade-Mark 


Addressagraph-Multigraph Corporation 


1200 BABBITT ROAD + CLEVELAND 17, OHIO 
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How a Computer Saved 
$13,000 in Its First 
Year’s Applications 


FRED D. BAUCE, Cost Control Manager, 
Torrington Mfg. Co., Torrington, Conn. 


N ITS FIRST YEAR of working with 
I an electronic data processing system, 
Torrington Mfg. Co. realized a saving 
of $13,000. This was only the be- 
ginning. So far we have accomplished 
only a fraction of our projected data 
automation program. Other applications 
scheduled for completion this year in- 
clude an automatic production control 
system that will literally enable our 
production planners to see into the 
future, giving them facts and figures on 
production status as far as six months 
in advance. 

This 73-year-old firm is one of the 
nation’s largest manufacturers of air 
impellers and also a major producer of 
auxiliary mill equipment and wire form- 
ing machines for a variety of industries. 
In addition to the main plant here in 
Torrington, we maintain subsidiary 
plants in Van Nuys, Calif., and Oak- 
ville, Ont., Canada. Current sales 
volume, representing the distribution of 
our products all over the world, is 
approximately $12 million a year. 

The development of our present pro- 
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cedures began in 1954, with the installa- 
tion of relatively simple punched card 
equipment to do a job of sales analysis. 
Over the next two years, as we gained 
experience with the principles of 
machine accounting, we began thinking 
in terms of a more extensive electronic - 
program. We installed a Remington 
Rand Univac 60 Punched Card Elec- 
tronic Computer in January, 1957, and 
put it to work promptly on payroll 
preparation with by-product applica- 
tions in labor distribution and cost 
accounting. It was the benefits of these 
preliminary applications alone that 
brought us our first year savings of 
some $13,000. 

The work we are now doing on other 
applications will provide the major 
benefits of the system, giving us a 
degree of management control that 
would be impossible by other means. 
Eventually, we will have made inven- 
tory and production control wholly 
automatic functions in each of our two 
manufacturing units, the machine divi- 
sion and air impeller division. 


Tue Orrice—April, 1959 





The machine division, by far the 
more complex in both inventory and 
production problems, will be able to 
substantially reduce its present inven- 
tory parts through the new control 
method. Moreover, and more important, 
the production control program will 
enable it to keep all its many shop 
activities accurately geared to present 
and future requirements, prevent un- 
necessary overtime, avoid bottlenecks, 
meet shipping dates with greater pre- 
cision and make more, fully informed, 
purchasing decisions. 

We will establish and retain a master 
deck of punched cards, each card repre- 
senting the unit of time required for 
each shop operation involved in the 
making of each machine part. When a 
production release is given by the shop 


in the form of a bill of materials, we 
will automatically reproduce the master 
cards representing the parts necessary 
to fill the order. When these reproduced 
cards are fed through it, the computer 
will figure the total number of hours 
required to produce each part by indi- 
vidual machine center, giving us a 
progress deck as the basis for accurate 
production forecasts in terms of avail- 
able time as far as six months in ad- 
vance. 

By merging cards punched from daily 
time tickets with these progress decks, 
we will be able to measure and control 
the current progress of orders through 
the shop. At regular intervals we will 
search the progress decks to find the 
remaining hours required to complete 
each job, and we can produce monthly 
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Inserting a control panel in the computer at Torrington Mfg. Co. 
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and/or weekly reports showing the 


exact status of each order currently and 
in the immediate future. 

Other applications slated for com- 
pletion this year include a comprehen- 
sive program of expense analysis, in- 
volving the use of a tape-to-card con- 


verter. This machine will receive 
expense data in the form of punched 
tape and translate it into punched cards 
for subsequent analysis and develop- 
ment into accounting reports. By merg- 
ing labor cost cards with others showing 
the cost of materials and overhead, we 
will be able to accurately pinpoint the 
total cost for each product, as well as a 
breakdown of its three costs elements. 
This will mean a fully automatic system 
of cost accounting and control. 
Beyond these immediate plans, we 
are also thinking in terms of a remote 
data processing tie-up between Torring- 
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The tabulator is 
here running off 
the final gross pay 
report from the 
cards which were 
calculated by the 
computer. 


ton and our two subsidiary plants in 
California and Canada. Through the 
use of leased wire communications sys- 
tems linked directly with tape-to-card 
and card-to-tape converters, we will be 
able to centralize all accounting and 
statistical control functions here at the 
home office, with considerable savings 
in time and money. 

There is almost no limit to the range 
of service that an integrated data 
processing system can be programmed 
to perform. We are determined to ex- 
plore the full potential of our present 
equipment and to keep our planning 
alert to new developments in the rapidly 
expanding field of business automation. 
In the meantime, it is gratifying to 
know that we are on economically solid 
ground. From here on, whatever bene- 
fits we achieve through electronic data 
processing will represent clear savings. 
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the fastest, most economical way 


to produce SHARP, CLEAR COPIES... 
thousands if needed...in minutes! 


sti 


-XEROGRAPHY 


and OFFSET DUPLICATING 


More and more, modern business 
relies on xerography ... the world’s 
most versatile copying process... as 
the fastest, most economical way to 
produce sharp, clear, high-quality 
copies... thousands if needed . .. in 
minutes. 

Every day, systems and _proce- 
dures men find new uses for xerog- 
raphy ... enlarging, reducing, copy- 
ing onto all kinds of duplicating 
masters, simplifying operations, 
speeding vital changes to the field. 


Daily, xerography is contributing 
fresh and major economies to indus- 
try and government. It will pay you 
to investigate its benefits. Write to- 
day. Hatomw Xerox Inc., 59-219X 
Haloid Street, Rochester 3, N. Y. 
Branch offices in principal U.S. and 
Canadian cities. 


HALOID 
XEROX: 
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NEW! 
WORLD'S 
ONLY 
TYPEWRITER 


.. With a one-piece 
cast-iron frame! 


THE INCOMPARABLE 


DELUXE TYPEWRITER 


, SremaG De Luxe typewriter is 
constructed on a one-piece cast-iron 
frame which eliminates vibration and 
distortion even under adverse condi- 
tions such as use on planes, trains, and 
ships. 


Hand-crafted, hand-assembled, you get 
print-like typing precision. Treated 
specially against rust and corrosion. 
Virtually no oiling required. The 
Sremac De Luxe typewriter guarantees 
long-life trouble-free performance. 
Large variety of new type faces. Inter- 
changeable carriages allow one multi- 
service machine to replace several. 
Special type symbols and whole key- 
boards for foreign languages, engineers, 
scientists. Every feature for speed, in- 
stant cleaning, longer life—super per- 
formance at standard prices. 


Special models for the blind typist (not 
a Braille machine) and the one-armed 


typist. 








WORLD'S ONLY 
CHART-TYPEWRITER! 


Same superior engineering con- 
struction as the Siemag De Luxe 
typewriter. Lower case alphabet 
is replaced by 27 different chart 
symbols, while harmonizing 
normal upper case alphabet 
permits regular typing in addi- 
tion to “chart-typing.” Type ac- 
curately scaled and aligned 
chart material regardless of 
complexity on any kind of chart 
paper—without shifting. 

Cuts costs « Eliminates drawing 
drudgery, messy tapes, waste, de- 
lays. « With carbon ribbon attach- 


ment, ge et razor-sharp smudge-proof 
copy that can be used directly for 


engraving or offset plates. fe’ 
wen TODAY FOR COMPLETE LITERATURE 
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EXCLUSIVE VU. 


S. IMPORTER: 


OFFICE MACHINES, IN 


500 FIFTH AVENUE, NEW YORK 36, N.Y. 


LOngacre 3-2370 
Exclusive dealerships available—write today for full details 





OE BUSH was in business and 

carried his office in his hat—did 
pretty well, too. But prosperity went to 
his head and he opened an office, in- 
stalled a telephone, and hired an office 
boy to answer it. 

“What's your name, boy?” Joe asked. 

“It’s Oh-v-v-v,” the skinny youth 
stuttered, struggling to pronounce the 
rebellious syllables. 

“Oh, never mind,” said Joe. “I'll just 
call you Orville.” 

Joe never did bother to find out 
Orville’s real name, but was content to 
have found such an efficient boy. In 
fact, Orville was so efficient that Joe 
began to follow his advice. 

In the beginning Orville worked for 
peanuts. Then, every 30 days or so, 
he’d ask for a raise. Joe granted them 
all. 

“You're doing a _ bang-up_ job. 
Orville,” Joe told him. “I’m taking a 
little vacation—be gone about a month, 
Bermuda...” 

“Have a g-g-g-good time, boss,” in- 
terrupted Orville. “I'll t-t-t-take care of 
the b-b-b-business while your gone.” 

Six weeks later a tanned and rested 
Joe returned to the office and was sur- 
prised to see several new faces. 

“G-g-g-good morning, boss. D-d-d- 
didn’t think you’d m-m-m-mind my 
hiring more help to answer the three 
extra phones I’ve put in.” 

“That’s okay, Orville,” said Joe. “Just 
carry on. Make as if it were your own 
business.” 


“Gee, thanks boss. I'll d-d-d-do just 


that.” 

Orville seemed lost in thought. “Oh 
boss, while you’re here, we need a 
larger office.” 
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Orville, the 
Office Boy 


BEN ARNOLD 


“You see to it, Orville,” Joe told him. 
“I’m off to Florida for my winter vaca- 
tion, I'll be gone three months.” 

Joe left for Florida. While he was 
there, a strange change came over 
Orville—he became increasingly stout. 
He kept repeating to himself the magic 
words, “Make as if it were your own 
business.” This not only went to his 
waistline, but to his head. He was boss! 
He started to hire and fire. He bought 
all sorts of office equipment, spurning 
the advice of manufacturers’ representa- 
tives. An expert from one of the larger 
office supply houses tried to tell him he 
was buying the wrong stuff, but Orville 
was adamant. Wasn’t he the boss? He 
also raised his own salary three times— 
by geometric progression! 

When Joe got back from the Sunshine 
State he was surprised to find dozens of 
new faces and mountains of new equip- 
ment in the plush new offices. As he 
crossed the foyer, he was stopped by the 
trim new receptionist, who asked his 
business. 

“I’m Joe Bush,” he replied somewhat 
sharply. “I own this business.” 

The girl smiled pityingly. “Let me 
have your card, I'll see if Orville will 
see you.” 

That did it. Joe leaped over the 
barrier and pushed open the door 
marked “Orville.” A man in uniform 
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PUZZLED or POSITIVE 


about decimal points? 


Positive-always—with the Marchant Decie Magic: ..world’s 
only calculator with completely automatic decimals! 





Touch one key just once on this amazing 
calculator, and you've set all your decimals 
—for the problem and for the answer! 

Then, just “write” your figures in the key- 
board as you would on paper. Deci+»Magic 
does all the rest. You get your answer with 
the decimal point in the right place... 
automatically! This doubt-free decimal 
accuracy means greater sureness and ease 
for any calculator user. 

You can see a DecisMagic demonstra- 
tion on your own figurework by just calling 
your nearest Marchant office. Or write, 
on your business letterhead, for full in- 
formation. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


/ 4 
You touch one key one time to set a// your 
decimals automatically...that’s Deci*Magic! 


Modern Management Counts on Marchant 
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with large gold Os on each lapel barred 
his way. 

“What’s this?” Joe shouted. 

“Now let’s have no trouble,” rasped 
the guard, grabbing Joe by the shoulder. 

At that moment the receptionist re- 
turned, a gleam of triumph in her face. 
She handed Joe a note which read: 
“Mr. Bush, pick up your pay. if you 
have any coming and leave by the back 
door, signed, Orville.” 

Joe broke away from the guard and 
again made a dash for Orville’s office. 
Just as he was about to open the door 
Orville appeared, flanked by two guards 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 


Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 


U. S. Govt. 
STURDY & DURABLE 


Choice selected 14” 
maple. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 
with a full load, 


Walnut Finish or 
Natural Wood Finish 


32” long, 13” deep, 
31” high. 





14” between shelves 


CATSKILL CRAFTSMEN, INC. 


Grolier Building 
575 Lexington Ave., New York 22, N. Y. 
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A Subsidiary of The Grolier 
Society, Inc. Publishers of The @ 
Book of Knowledge and &@ 
Encyclopedia Americana. 


in the same O-embossed uniforms. 

“Look here, Orville,” Joe said, trying 
desperately to control his rage. “If this 
is a joke, I'll go along with it.” 

“It’s no joke. You’re through, and 
you'd better leave quietly or we'll have 
to use f-f-f-force.” 

“You firing me?” 

“Mister Bush,” Orville put real feel- 
ing into the mister. “So now you're 
asking me. I tried to tell you when you 
hired me, but you didn’t let me 
f-f-f-finish. My name is Oh-v-v-ver- 
head.” And with that the guards threw 
the ex-boss right out the back door. 


ATTENTION | 
It’s here—a mobile office | 
unit—New, Functional. | 

ooo Itrolls coo 





F.0O.B, Factory 
Stamford, N. Y. 
Weight 49 Lbs. 
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The Bookkeeper: 


TV’s New Villain 


HAROLD W. FOX 


N OUR PRESENT cultural setting, 

detective thrillers on television are a 
common “escape” medium for many an 
organization man. Occasionally a plot 
may revolve around office activities. 
However, a realistic story on video is 
as rare as a television review in a mag- 
azine serving office executives. It was 
particularly startling, therefore, to 
watch a scheme unfurl on the screen in 
which even an astute businessman 
could be trapped. 

On a recent Friday evening, “The 
Boylston Billing Case” appeared on 
the CBS Network as an episode in “The 


Lineup.” From the title, it could hardly 
have been suspected that the drama 
would be especially stirring to office 


executives. It all started innocently 
enough. Here was the tale of a book- 
keeper who had absconded with a con- 
siderable amount of money. He was a 
villian, no doubt about it. The business- 
man was excited. Good, an excited 
victim. Contrast his undignified reac- 
tion with the calm demeanor of the 
auditor. The latter had discovered the 
embezzlement. Was the auditor the 
hero? Oh, no; just a pro—a calm pro. 
Knew his principles and ratios and 
such. The heroes were the detectives, 
but let us not divulge the gripping 
dénouement. 

How had the soft spoken, impec- 
cably attired bookkeeper hoodwinked 
the employer? Was the business owner, 
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though now irate, really a kind and 
gullible gentleman who unwittingly 
provided an unmolested haven for ex- 
convicts between terms? No! He was 
a man wise in the ways of the world: 
he had asked for references. But we are 
getting ahead of the story... 
Without the benefit of a flashback, 
the viewer quickly learns the nefarious 
maneuver which preceded the mani- 
pulations. The larcenous office worker 
did not stoop to forging letters of rec- 
ommendation or giving his relatives 
whom he owes money as references. 
Instead, the resourceful villain had ad- 
vertised an attractive position under 
a box number in an accounting mag- 
azine. Posing as a recruiter, he took ap- 
plicants to lunch and interviewed them 
in a restaurant. Come to think of it, 
I have occasionally met mysterious- 
acting personnel managers in a hotel 
or restaurant, and told them all or more 
than I know in a few minutes. Hence 
the self-projection into this subplot is 
understandable. Anyway, who picked up 
the tab is never revealed in the television 
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PRESSBOARD FILE FOLDERS 


with Barkley ANGLED and MAGNIFYING Index Tabs 


Barkley unbreakable amber plastic tabs are firmly fixed to 
sturdy 25 point pressboard folders. ‘‘W’’ shaped gusset at 
bottom for ready expansion. Letter and legal sizes. 


Use the postage paid reply card to get FREE sample folder 
and additional information. 


C. L. BARKLEY & CO., 1220 W. VAN BUREN ST., CHICAGO 7 
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Open shelf filing is a “must” where space is at a premium for there are no space 
consuming drawers to be opened. Barkley open shelf file supplies make hundreds of files 

visible at one time; permit filing higher than eye level; permit using all the valuable floor 
space, and cost less to operate, too. Use postage paid reply card for complete information. 
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te MODERN DESIGN 


Star forms provide more writing space in im- 
portant areas, are better looking and easier 
to read. 


e AME FAST DELIVERY 
FIRM N state The Star policy is to maintain the fastest and 
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t Aporess «oe most dependable delivery schedules. Ten to 


siyceb fourteen day shipment on standard body 
forms—seven days more on custom forms 
Rush orders can be delivered sooner in most 
instances. 
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Advertising Copy 


WIDEST CHOICE OF STANDARD 
BODY FORMS 


Star has over 60 standard body register forms 
from which to choose. 


FORMS TO FIT VARIOUS REGISTERS 
Star provides forms of various sizes and 
punchings to fit various makes and models 
of registers including forms with line hole 
side punching 


TWO COLOR HEADINGS 


All, or any part, of the heading can be print 
ed in red ink at no extra charge 


QUALITY 

Star forms are produced with quality papers, 
materials and workmanship by craftsmen 
having years of register forms production ex 
perience. They are produced on the newest 
most modern custom built electronically con 
trolled register form presses 

MODERN INKS 

Star forms will be printed in modern Star 
Blue ink, Black ink is available on request, at 
no extra charge. 


NUMBERING 


STAR FORMS GIVE you... Stars new modern 1/4” bold face Gothic 


numbers are standard on all forms. 3/8” 
EP foo ae —— Jumbo numbers are available on 6” length 
CLUSIVELY through dealers 
a ’ All standard body forms with customer's 
. ., Dependable service heading are available in quantities as low a 
WRITE TODAY 2500 sets, 
FOR OUR NEW ILLUSTRATED 
50 PAGE REGISTER FORM CATALOG! 


forms 


2500 FORM MINIMUM 


CUSTOM FORMS 
The star line also includes custom or pecial 
printed register forms 
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play. In real life, this is a very serious 
financial and tactical decision. Fortu- 
nately, the accounting literature is 
replete with explanations of the tax 
code, return on investment calculations, 
and pay-out procedures. But what about 
pay-off? Let us not digress. 

The embezzler- bookkeeper -recruiter 
selected the most qualified applicant; 
his name, that is, and with that coup 


CHANGE 
NUMBERS 


Change Numbering 
Machines permit in- 
stant changes of 
numbers regardless 
of sequence. They 
are ideal for numbering bank books, work cards, 
yardage tickets, drug and chemical labels, file 
folders, jackets, coded job tickets. Indicator fig- 
ures alternately colored for easy reference. 
Heavy-duty model has 3%” figures, available with 
up to 16 wheels. Write for catalog. 4 


Loeere”” ages 


acquired a highly meritorious record. 
Perhaps it was mere modesty which 
made him prefer the applicant’s name 
over his own. The brisk pace of the 
half-hour program left no time for 
metaphysical speculations. The imposter 
may have been remorseful over stealing 
the applicant’s name. So he compen- 
sated for his infamous act by being 
especially ingratiating to his boss who 
was very happy to 
have found some- 
body capable to 
relieve him. So 
the rogue did! 

A reader who 
missed this theat- 
rical event may 
have a second 
chance through a 
repeat showing. 
The moral of the 
story may be 
given here with- 
out detracting 
from the enjoy- 
ment whicha view- 
ing would pro- 
vide. The crook 
was an expert at 
planning. But 
planning alone is 
inadequate for 
success. There are 
two basic requi- 
sites, planning 
and control. Lack 
of the latter was 
the impersona- 
tor’s undoing; his 
failure to control 
the temptation of 
another try. 


Force Quick- 


For More Information Circle No. 335 
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FACIT, INC. 404 Fourth Ave., N.Y.C. 16 » 235 Montgomery St., San Francisco 4 
SOLD AND SERVICED IN 102 COUNTRIES 
For More Information Circle No. 230 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sp OTOeeU 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes i” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from % to 4%”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


185 Hague St. © Rochester 6, N. Y 


For More Information Circle No. 247 
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Systems Personnel 
(Continued from page 85) 

So far it has been implied that the 
choice of work will lie outside the unit; 
that it waits until it: is sent by the 
authority to which it reports, or is sent 
for by someone who wants its help. But 
as the systems unit finds its feet, indi- 
vidual members will decide that some 
routine needs investigation. Has the unit 
therefore the right to demand entry? 
Can it start a survey on its own? 

The initial stimulus to the systems 
unit might originate through a new tech- 
nical development beginning to make 
itself felt. The unit is naturally inter- 
ested in determining whether it has 
application in the company. If the unit 
values its advisory role, it should raise 
the matter during informal talks with 
the official directly concerned. By 
agreement, the unit can arrange, as it 
were, to be officially asked in. 

The systems unit carries within itself 
the seeds of its own success or failure. 
A satisfied and appreciative client will 
come back for more help. It is most 
likely that new assignments will arise 
spontaneously as a result of reputation. 
It should not be forgotten that, having 
established a name for useful advice, 
the systems unit can sometimes be over- 
whelmed by requests for assistance in 
matters either not within its province 
or simple enough to be solved by local 
supervision. 

The systems unit is not a substitute 
for executive management, and such a 
tendency should be checked even at the 
risk of temporary unpopularity. This 
difficulty can frequently be minimized 
by discussing problems with supervisory 
management and suggesting they put up 
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FACTORY 
FRESH 


HAMMERMILL GRAPHICOPY® PAPERS 
are cartoned to protect them 
against damage, packed and ream 
wrapped to preserve their cor- 
rectly balanced moisture content. 
They remain free from curl, run 


SQUARE 
CUT 


accuraTeLy cur 8% by 11 and 
8% by 14 Graphicopy Papers let 
you run fast without paper mis- 
feeding or jamming. Hammermill 
Graphicopy Papers are specially 


designed for office duplicating 


and printing. 


FOR TOP 
PERFORMANCE 


FOR ALL YOUR OFFICE PRINTING and 
duplicating equipment, get Ham- 
mermill Graphicopy Papers. Ask 
your Hammermill supplier for 
your free Graphicopy Paper Se- 
lection Guide. There are 200 items 
in 19 different grades. Order by 
number — with one phone call. 


HAMMERMILL PAPER COMPANY 
ERIE, PENNSYLVANIA 


For More Information Circle No. 347 
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NEW PROFIT 
OPPORTUNITIES 


are yours in 


COMMUNICATIONS 


Dictograph has created a new idea to 
merchandise modern communications 
systems. It is a simple program—proved 
successful by dealers without experience 
in communications. 

We are looking for a limited number of 
selling organizations or individuals who 
can grasp the large profit opportunities 
which exist in internal communica- 
tions. Here are the facts: 


1. Internal communications is a multi- 

million dollar plus market today. Cus- 
tomers and prospects include Govern- 
ment, Industry, Business and Commerce 
—retailers, hospitals, schools, hotels, 
motels, restaurants, warehouses, etc. 
Dictograph offers the most complete 
line of Communications Equipment and 
Specialized Systems which meet any 
architectural, engineering or user appli- 
cation. 
Dictogyaph maintains company owned 
Regional offices to give local field train- 
ing and assistance p/us communications 
engineering consultation, installation 
and maintenance service. 

You may not have any previous expe- 

rience in the field ot communications. 

But don’t let this stop you from con- 

tacting us! 

Write in confidence for Dictograph 

Product Manual and Catalogue. Ad- 

dress B. A. Stein, National Sales Man- 

ager, Communications Division. 


DICTOGRAPH 


PRODUCTS, INCORPORATED 
95-25 149th St., Jamaica 35, N. Y. 
Mfrs. of world-famous Acousticon hearing aids 


For More Information Circle No. 309 
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a proposal to the systems unit for com- 
ment. 

In setting up a systems unit, there 
are three types of control to be con- 
sidered: control of the unit as a whole 
by top management; control of unit staff 
by the senior systems man; and control 
of assignments by individual investigat- 
ing officers. It frequently follows that if 
the third is properly done, the other two 
are relatively simple. 

A fundamental requirement is to 
agree on terms of reference for each 
assignment. These should be in writing. 
They need not be absolutely precise, but 
their meaning should be clear to all 
parties. If this is not done, there is real 
danger of misunderstanding between 
the client and the investigator. 

An estimated completion date nor- 
mally should be fixed for most assign- 
ments. If the job is a long one it may ° 
be necessary to set completion dates for 
successive stages that would be natural 
sub-divisions of the whole. Assignments 
vary widely, and it is part of the skill of 
the senior investigator to assess with 
reasonable accuracy how long each 
should take. 

Some systems units keep control 
records showing progress of assign- 
ments. In others supervision is less 
formal. The unit head maintains con- 
trol by informal discussions with his 
senior personnel. He may feel that 
progress reports are unnecessary or 
insufficiently illuminating and that ques- 
tioning and discussion will serve him 
better. He can always test the validity 
of his staffs thinking on particular 
assignments by having them submit 
recommendations in draft. Occasional 
formal meetings are a good idea with a 
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Combines all the best features of 
cotton, nylon and silk ribbons 
Chemically treated for 60% 
GREATER INK ABSORBENCY 
Will give sharp clean copies from 
the very first day. 

Copy from a KEMLON ribbon 
erases clean from the start. 

Will never fill the type keys. 

The color will last until the fabric 
is worn through. 

Dual Spools for greater ribbon 
changing convenience. 


THERE’S A Klean Write 
KEMLON RIBBON FOR EVERY 
TYPEWRITER! 

Retail 
KEMLON Ribbons—% $22.50 
inch wide, 18 yards long . a 

Retail 

KEMLON Ribbons for $27.50 
electromatic IBM type- PA 
writers—% inch wide, 24 , 
yards long 


Quantity and dealer price list on request. 


FRANKEL MANUFACTURING COMPANY 


Established 1906—Manufacturers of 

World Famous Klean Write Stencils, 

Typewriter Ribbons, Carbon Paper and 
| Pens. 


285 Rio Grande Blvd. ¢ Denver 23, Colorado 





THE GREATEST FABRIC 
A, ayporitnr nitions 
bean Write 


NEWALON 


t 


Seawriter ribbons 


THE NEW MIRACLE FABRIC 


SEND FOR YOUR 


TRIAL ORDER TODAY! 





To: Frankel Manufacturing Company 
285 Rio Grande Blvd. + Denver 23, Colorado 


Please send me a trial order of dozen Klean 
Write KEMLON Typewriter Ribbons. It I am not 100% 
satisfied, I can return the order and receive full credit. 
COLORS 

DEGREE OF INKING 
MAKE OF TYPEWRITER 


Name 


Heavy Medium Light 


Firm Name 
Address 


ae State 
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2” in Office and plant... 


pee e 
=~ time 
eo RECORDER- 

TOTALIZER 


continuously 
4 measures and records 


} machine utilization 


w 
o Is your expensive machinery or 
equipment fully utilized? 


o  TR-T” gives you the answer! 
a* —TR-T records on-off time of any 


c 

; machine to which it is electrically 
connected Stylus marks (on a con- 
tinuous, time-printed tape) exactly 
when that machine started, how long 


it ran, when it stopped. 


Actual productive time is totalled 
on a direct-reading register. 


Access window enables employee 
to note on tape reason for down- 
time. Tapes run continuously for four 
months. Stylus uses no ink. 

TR-T tells you when anything hap- 
pened, how jong it lasted. 

TR-T data-on-tape is an accurate 
basis for cost analysis in plant or of- 
fice. Ideal for time study, production 
comparison, pinpointing bottlenecks, 
preventive maintenance and hundreds 
of other applications. 

Price of standard model is $65. For 
details, write for Brochure OR-4. 


INSTRUMENT CORPORATION 


5657 BROADWAY, NEW YORK 12, NV. Y. 
For More Information Circle No. 383 
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, scattered staff. The skill of these “out- 


stations” should, to a large extent, 
determine the frequency of such visits. 
Control by top management can 


| follow the same course. Reports made 


by the systems unit should include some 
estimate of financial savings achieved, 
or a demonstration that the problem has 
been solved in the most economical 


| way. The senior systems man should 


have ready access to his general man- 
ager, or whoever he reports to, 
although this is a right that should be 
used sparingly. 

In summary, it is likely that control 
can best be kept when the senior sys- 
tems men, or those in charge of assign- 
ments, are given the maximum freedom 
of action and required to do the mini- 
mum of reporting. It is probably better 
for the manager to seek out project 
leaders and discuss the job rather than 
that they should report formally to him. 
Systems work demands initiative, re- 
sourcefulness and common sense. These 
qualities should not be frustrated by 
undue emphasis by the department head 


on formal control. 
Af 
HELP | 


| KEEP OUR 
| OFFICE 
, CLEAN ‘ 
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office love affair bared 


(Boss gives his blessing) 


When typist meets NU-KOTE (the first plastic-base typewriter 
carbon ever) presto! — a boss—pleasing office romance is born. 
Reasons aplenty, too: for instance, NU-KOTE gives you immacu- 
late copies always. Copies that stay clean. Every letter boldly 
clear from start to stop. NU-KOTE comes in only one weight and 
finish. Best results by far for any typewriter, almost any 
copy job. And NU-KOTE outlasts ordinary carbon 3 to 1! 


NU-KOTE 


CARBON PAPER 


FREE SAMPLE! For a free sample of NU-KOTE 
just mail this coupon attached to your company 
letterhead. 


Dealer Sales Dept. 0-7 
Burroughs Corporation, Detroit 32, Michigan 


In Canada write Acme Carbon & Ribbon Company, Limited, 
Toronto 13, Ontario 


Name 

Firm 

Address 

ee Zone____ State 
For More Information Circle No. 206 








THE 
PHILLIPSBURG 
INSERTER 
OFFERS YoU 
A MORE 
SPECTACULAR 


PERFORMANCE 


There’s a lively parallel between this nimble-footed ambidextrous musician 
and the Phillipsburg Inserter. Both are one-man operations involving a variety 


of facilities. But the versatile Phillipsburg is in a class by itself when it comes to 
multiple-efficiency, for it: gathers, stuffs, seals, meters or prints postal indicia, 
counts, stacks (ready for the Post Office )— and effects savings of up to 80% of 
the cost of hand-inserting. If your present mailings exceed 15,000 pieces per 
month, it’s high time that you stopped playing around with 

dated operations and switched to the fabulous Phillipsburg 

Inserter. The brochure “Modern Mailing through Mechaniza- : = 
tion” will give you the complete score, note by note, on the & cca y 
Phillipsburg Inserter. Yours on request. 2 | | \ 3 


’ 
| ge 


PHILLIPSBURG INSERTER ~S. 


eg 


FINER PRODUCTS THROUGH IMAGINATION 
~ Bell & Howell 
Phillipsburg 


14 E. JACKSON BLVD., CHICAGO 4, ILL. 


¢ to Inserting and Mailing Machine Company 
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in Employee Rolotions 


ROUNDUP of day-to-day em- 
ployee problems and how they 
were handled by management. Each in- 








cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can an Employee Be Fired for “Taking the 5th’? 


What Happened: 

Mr. X had eight years of seniority. 
His work record was good. At a hear- 
ing before the Committee On Un- 
American Activities, a woman testified 
that X was once a member of the Com- 
munist Party. The accuser herself had 
joined the Communist Party at the sug- 
gestion of the FBI. 

X was subpoenaed to appear before 
the committee. He asked his company 
for a two-day leave, which was granted. 
After being sworn in before the com- 
mittee, he refused to testify, pleading 
the Fifth Amendment. 

When he returned to work, he was 
at first suspended and then fired. The 
company offered the following reasons: 

1. These hearings were covered by 
the press and television. X was identi- 
fied as one of our employees. This 
caused us embarrassment. 

2. We received ten anonymous tele- 
phone calls from people who said they 
wouldn’t use our services if we had a 
“Communist” on our payroll. 

3. X’s action served to undermine 
public confidence in our company. 
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The employee answered: 

1. I’m only a worker. I have no in- 
fluence over public opinion. 

2. I was never warned that I would 
be fired if I refused to testify. When 
I asked for a leave of absence, I was 
not told by the company that I might 
be disciplined if my testimony hurt the 
corporation in any way. 

3. What specific rule did I violate? 


Was the Employee: 
RIGHT (1 WRONG [() 


WHAT AN ARBITRATION BOARD 
RULED: “The board is convinced that 





any company policy, which may be in- 
voked to impose so severe a penalty as 
discharge, must be made known in some 
effective way to the employees to whom 
it applies. Here it is clear that the 
grievant was neither informed of this 
company policy, nor was he warned 
when he requested time off to answer 
the subpoena. The company must sus- 
tain the burden of proof in substanti- 
ating the allegation that X’s conduct so 
discredited and embarrassed it that the 


discharge was justified. A thorough 
study of the record and exhibits filed 
in this case leads us to the conclusion 
that the company has failed to sustain 
the burden of proof that its prestige or 
reputation was damaged by the conduct 
of X—or that it suffered any loss of 
business. The most that can be said 
in support of the company’s position is 
that there was a momentary reaction on ' 
the part of a few members of the 
public. 


Is Off-the-Job Conduct Reason for Dismissal? 


What Happened: 


Every year the company ran an out- 
ing with plenty of good food and plenty 
of free beer. The event took place in a 
company picnic ground, and all the 
supervisors, as well as top _ brass, 
attended and had a gay time. During 
the party, supervisor Jenks was stand- 
ing near the beer bar when Bill X came 
over. Bill had a can of beer in his hand. 
He started to talk to the supervisor 
about a grievance he had a few days 
earlier, and which was turned down. 








“This is no place to beef about your 
job,” Jenks said. 

“This place is as good as any. Now 
you listen to me,” Bill retorted, his face 
turning red and his diction slurring. 

When Jenks turned to leave, the 
worker threw the contents of the beer 
can in the supervisor’s face. Two 
workers came over and dragged Bill 
away. 

An hour later he returned, staggering. 
He continued to berate the supervisor 
until his wife came and led him to their 
car. The next day Bill got a 30-day 
layoff. Both sides agreed to skip the 
grievance procedure and take the case 
to arbitration. Said the company: 

1. Bill used the party to circumvent 
the regular grievance machinery and 
press his complaint at the wrong time 
and place. 

2. This took place on company 
property so we have a right to discipline 
him. 

3. We live in a small town, and if 
management is insulted in public, it will 
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YOUR DESK 


ON THE ROAD 


A 7 


Two amazing new staplers from Bostitch! 


(Top) New Bostitch B12 Standard desk 
stapler fastens two ways. Looks hand- 
some on your desk, speeds work flow 
with fastening to fit the job—either per- 
manent or temporary. 


(Bottom) New Bostitch Traveler—works 
where work takes you. It’s small, light 
—just the thing for anyone who moves 
about and needs a stapler with him con- 
stantly. Opens wide for tacking too. 


Your stationer has both the Bostitch 


B12 Standard and the Bostitch Traveler 
now. See and try them soon. Bostitch 
B12 $5.95*. Bostitch Traveler $3.25*. 


Fasten it better and faster with 


BOSTITCH 


STAPLERS AND STAPLES 


304 Briggs Drive, East Greenwich, Rhode Island 


* Prices, slightly higher in the West and Canada, 
are subject to change without notice. 


For More Information Circle No. 225 
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be difficult to retain respect and 
authority. 

Bill came back: 

1. I was drunk and am willing to 
apologize. 

2. My behavior was off work prem- 
ises and is outside the regular discipline 
channels. 

3. I’ve never had a discipline penalty 
against me before, and I’ve been with 
the company for 15 years. 


Was Bill: 
RIGHT (2 WRONG ([) 


WHAT ARBITRATOR R. W. FLEM- 
ING RULED: “I am inclined to be- 
lieve that the offense in this case is not 


really the kind of off-the-job conduct 
which can be said to be detrimental to 
the proper functioning of the company, 
and within the company’s system of 
discipline. One must remember that this 
was a social occasion on which efforts 
have been made to minimize the dis- 
tinction between subordinate and man- 
agement personnel. The company 
furnished free and unlimited liquor for 
this party. To a certain extent, when a 
company makes the decision to provide 
free and unlimited liquor on this kind 
of occasion, it runs a risk. The company 
was not justified in imposing a 30-day 
disciplinary layoff on Bill X. The em- 
ployee is to be paid for the time he lost 
as a result of the improper layoff.” 


Have Senior Employees First Claim to All Openings? 


What Happened: 

When a new job was created in the 
receiving department, the company 
hired someone from the outside. Belle 
Sarova put in a complaint claiming that 
because she was the senior girl in that 
department, she was entitled to the new 
job. The company did not agree. It 
said: 

1. This job pays no more than what 
Belle gets. 

















2. We have a promotion policy here 
based on seniority, but that applies only 
to movement into jobs with higher rates. 

3. If we allowed horizontal transfers 
based on seniority, it would cause a lot 
of confusion every time we established 
a new job or when somebody left. 


Was the Company: 
RIGHT (2 WRONG (1 


WHAT ARBITRATOR PETER M. 
KELLIHER, CHAIRMAN, RULED: 
“Considering the definition of the word 
‘promotion’ as it is used in practice, it 
means transfer of an employee to a 
higher job classification. It does not 
encompass mere lateral movement. The 
company is right. The grievance is 
denied.” 
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How simplified Expense Reports 


help you meet 1959 income tax requirements 


THEY COST SO LITTLE 
ORDER TODAY! a year’s supply — 50 


weekly sets—in plastic envelope to keep them 
clean and handy. Also available in boxes of 
500. Ask for Wilson Jones No. 44-950. 


WILSON JONES 


BETTER BUSINESS FORMS... EASIER TO USE 
For More Information Circle No. 226 


You will do right by yourself and stay right with 
Uncle Sam by keeping a complete, accurate 
record of your 1959 deductible and reimbursed 
expenses with GrayLine “Snap-A-Way” Expense 
Report forms. 

2-part “Snap-A-Way” form provides quick, accu- 
rate record in duplicate . . . with one writing. 

All headings are there for easy, fast recording. 
Auditing space on back of employer’s copy. Com- 
plete, time-saving summaries ready when prepar- 
ing your tax return in 1960. 

GrayLine “Snap-A-Way” Expense Reports cost 
you less than 4¢ per week. If your stationery 
dealer cannot supply you, mail coupon. 


WILSON JONES COMPANY 
209 South Jefferson Street, Chicago 6, Illinois 


Please send me a Free sample Expense Report Form 
and complete information about it. 


Name 


Address te - 


Our usual office supply source is 
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OFFSET DUPLICATOR 


Ditto, Inc., 6806 McCormick Road, Chi- 
cago 45, Ill., makes the L-16 offset dupli- 
cating machine with emphasis on greater 
speed, efficiency and quality of reproduc- 
tion. Developments introduced as part of 


the L-16 are: systems clamp which pro- 
vides fast, convenient and easy attach- 
ment of paper masters for systems work; 
systems tray which permits duplicating 


supplemental paper, cards or labels of 
different size or thickness to run through 
automatically without disturbing counting 
controls; perforator unit with one or more 
perforating wheels which can be adjusted 
by the operator to any position for per- 
forating while machine produces copies; 
vacuum drum system to hold the master 
in place, permitting attachment of master 
at one edge only to speed operation; faster 
and easier-to-regulate air control within 
convenient reach of the operator; and 
larger hand wheel to move drum at a 
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touch and make changing of master easier 
and more efficient. An optional feature of 
the Ditto L-16 is a single-button automa- 
tion control which automatically makes it 
possible to apply moisture and ink, transfer 
image to blanket, make copies to a prede- 
termined amount, run down master and 
wash blanket, making the machine ready 
for the next run. The L-16 makes up to 
8000 impressions per hour, plus fast mas- 
ter changes without slipsheeting. There 
are no chutes to adjust; no conveyor belts 
to align. Line and wash drawings, photos, 
typewriting, handwriting, in black-and- 
white or color, on any size sheet or card 
from 12” x 14” to 3” x 5”, can be repro- 
duced faithfully. The L-16 reproduces from 
one to thousands of copies and is equally 
efficient for five-copy systems jobs or 10,- 
000-copy runs. For More Information Cir- 
cle No. 144, 


DOUBLE-COATED TAPE APPLIER 


Minnesota Mining & Mfg. Co., 900 Bush 
Ave., St. Paul 6, Minn., offers the C-12 
Double-Coated Tape Applier for liner- 
less double-coated tape. It is designed for 


fast, permanent application to papers and 
documents, such as attaching riders to in- 
surance policies, mounting photos or at- 


taching samples of cloth swatches. Loads 


Tue Orrice—April, 1959 





from underneath with Scotch double- 
coated tape No. 665. A strip of tape 8” 
in length is exposed across the top of the 
device. The operator simply lays the paper 
on top of the tape, pulls to the right until 
the left edge of the paper is flush with 
the cutter bar, and pulls down to cut the 
tape. The taped paper is then pressed to 
whatever it is to be attached. The C-12 
is intended to eliminate slow, sloppy glue- 
pots as well as other inconvenient meth- 
ods of attaching one paper to another. 
It is 2” high, 10” wide, 442” deep, priced 
at $8.95. For More Information Circle 
No. 122. 


ADDRESSING SYSTEM 


Elliott Addressing Machine Co., Cam- 
bridge, Mass., announces a punched card 


addressing system which combines the ad- | 


vantages of: tabulating cards with single 
stroke, selective printing of names, ad- 
dresses and other data. The stencil con- 
sists of a 344” x 7%” punched card with 
a centralized window covered by a coated 
tissue typewritable stencil center which, 


when stencilled, carries the Elliott guar- 
antee to give at least 10,000 address im- 
pressions. By recording in the stencil win- 
dow the nonvariable information that is 
required only for reproduction, punched 
positions in each card become available 
for recording variable or control informa- 
tion. Stencils are prepared on standard 
typewriters, on modified units with auto- 
matic card feed, on tape operated type- 
writers with automatic card feed at speeds 
up to 400 cards per hour, or by single 
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stroke transfer from embossed plastic 
credit cards. The Model G-EW Addresser 
is an automatic feed addressing machine 
which operates at 100 addresses per min- 
ute to selectively address, from punched 
card stencils, any desired category within 
a list; address an entire list, or address 
material from a presorted group of punched 
card stencils. Machine will address mate- 
rial ranging from 3” x 5” cards to 9” x 12” 
envelopes, Dick or Cheshire mailer strips, 
broadsides, folders, sheet listing, etc. The 
Model G-PCA Addresser automatically 
feeds and imprints punched cards from 
punched card stencils. It compares the 


control numbers in punched cards being 
addressed with corresponding control num- 
bers in the punched card stencils for 
matching, higher values, or lower values. 
Addresser can be equipped optionally 
with a memory circuit to address any num- 
ber of matching punched cards from each 
punched card stencil. A similar comparing 
unit is contained in the Model G-PCB Ad- 
dresser, except that this machine has an 
auxiliary syncronized punched card feed 
and sensing unit where information 
punched in each card is compared with 
corresponding information in punched 
card stencils to control addressing on the 
Model G-EW Addresser. Additional ma- 
chine functions on both Models G-PCA 
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and G-PCB are dating, signing, softifig 
punched card stencils and/or addressed 
punched cards, statistical counting, and 
variable stencil punching, either on a con- 
tinuous basis or as a controlled operation 
-of the comparing function. For More In- 
‘formation Circle No. 124. 


DICTATING SYSTEM 


Nye Products, Inc., 4538 Roosevelt Way, 
‘Seattle 5, Wash., makes the built-in Nye- 
;matic Dictating System in which the re- 
‘cording medium is a continuous, lifetime 
Mylar magnetic tape that is never handled 
mor transferred from one machine to an- 
other. The system can automatically pro- 
vide for unlimited dictation and transcrip- 
ition. The dictator uses a telephone style 


handset containing forward-reverse play- 
back switch and busy signal. He can erase 
errors by reversing to desired point and re- 
dictating. The transcriber has only a small 
control box for a signal light, volume con- 
trol, earphone jack and footswitch. Her 
light goes on when dictation starts and 
remains on until she has completed tran- 
scribing all recorded dictation. She can 
start transcribing immediately whether dic- 
tation is completed or not; or she can 
transcribe at any convenient time. The 
sealed remote recording-transcribing unit 
can be installed in any out-of-the-way loca- 
tion because it requires no attention. One 
recording-transcribing unit can handle any 
number of dictating stations, or as many 
as can supply the desired workload for the 
transcriber. The high fidelity equipment 
uses a printed circuit and transistor ampli- 


150 


fiers. The systemi Cail be used with existing 
intercom systems including that of Bell 
Telephotie System, Also, an intercom fea- 
ture can be optionally provided with the 


Nyematic Dictating System for direct 
voice, as well as recorded, communication. 
Machine costs $680; additional dictating 
stations are $70. For More Information 
Circle No. 155. 


FOOD VENDING MACHINES 


Rudd-Melikian, Inc., Hatboro, Pa., 
makes food dispensing machines which au- 
tomatically serve a selection of complete 
meals in the office to employees. These 
coin-operated machines include a_ hot 
platter unit which cooks 50 meals at a 
time in aluminum containers and dispenses 
them individually, also units serving cold 


platters, sandwiches, soup, pastries, milk 
and milk shake in a cup, coffee, tea and 
hot chocolate. Four or five machines nor- 
mally comprise one full bank of modular 
equipment. In combination, the machines 
in each bank dispense the complete se- 
lection of foods. They eliminate kitchen 
and cafeteria maintenance (all containers, 
trays and eating utensils are disposable). 
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A wide selection of quality foods is vended 
quickly to employees at prices they can 
afford, and there has been general accept- 
ance among employees of the new feed- 
ing system. Hot platters come in 32 com- 
binations, each including a meat or fish 
dish and two vegetables. The quick serv- 
ice resulting in longer lunch time, and the 
absence of kitchen clatter are advantages 
of this automatic system. For More In- 
formation Circle No. 123. 


PUNCHED CARD PROCEDURE 
FORMS i 


Pro-Forms Co., Box 715, San Francisco 
1, Calif., announces the Pro-Forms method 
of writing instructions for the operation 
of all IBM punched card machines. When 
accounting machine precedures are pre- 
pared on Pro-Forms, the machine opera- 
tor can proceed immediately, with confi- 
dence and accuracy, because the instruc- 
tions are complete and precise no matter 


te 4 
how complex the procedure may be. The 
preprinted instructions on Pro-Forms also 
serve as a check list to remind the pro- 
cedure writer or supervisor to be complete 
as well as intelligible. Because each Pro- 
Form is restricted to the instructions for 
only one step, the 6-3/16” x 8%” forms 
are easy to work with on the small sur- 
faces of such machines as sorters, collators 
and reproducers. Pro-Forms come in in- 
dexed Pro-Kits in a steel tray and are 
punched for assembling in imprinted vinyl 
procedure covers equipped with 14 pol- 
ished steel binding rings. The system was 
developed by A. A. Michaelsen, profes- 
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sional machine accountant, and has proved 
its value to both supervisors and operators 
in several large punched card installations. 
Also available for installations using other 
than conventional equipment or Series 50; 
and as translucent or spirit masters for 
use when copies of instructions must be 
sent to decentralized installations. For liter- 
ature illustrating Pro-Forms and explain- 
ing their use, Circle No. 102. 


REPRODUCIBLE INK 


W. A. Sheaffer Pen Co., Dept. RS-1, 
Fort Madison, Iowa, announces a fountain 
pen ink which will reproduce on all copy- 
ing machines using a heat, liquid or photo- 
graphic process. Called Permanent Jet 
Black Reproduction Skrip, it is available in 
bottles and Skrip cartridges for Sheaffer 
Skripsert fountain pens. It will easily re- 
produce on copies of documents made on 
all copying machines, including the 


Thermo-Fax. Retail prices range from 19c 
for a 2-oz. bottle to $5 for a 1-gal. bottle. 
Skrip cartridges of Permanent Jet Black 
Reproduction ink are 49c for a package of 
five and 98c for 12. For free cartridge of 


Permanent Jet Black Skrip, Circle No. 173. 


STENCIL DUPLICATORS 


Milo Harding Co., 144 Tempo Bldg., 
Monterey Park, Calif., announces two 
new, medium priced electric paste-ink 
stencil duplicators in the Tempo-Geha 


line of nine models. These are the com- 
pact Model 200DA with automatic colla- 
tor-interleaver and Model 200. Both were 
developed to give the user the kind of 
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copy desired, economically on all types 
of papers (light, heavy or smooth) from 
airmail to postcard and cover weights, 
with clean inking, quick results and even, 
clear printing. Built-in features include 
an interleaver or slipsheeter (not in Model 
200), oscillating inking system, full ream 
rising feed table, variable speed operation, 
four-way margin alignment while oper- 
ating, feed stops at predetermined quan- 
tity, lint removing system, and unbreak- 
able toothed-belt drive for quiet, positive 
operation. For More Information Circle 
No. 126. 


OFFSET DUPLICATOR 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., makes the Model 365 
high-speed automated offset duplicator with 
a printing area of 10%” by 16%”. It will 
duplicate large forms at the rate of four 


complete systems jobs per minute. The 
machine automatically feeds paper sizes 
from 3” x 5” to 11” x 17”. The larger 
printing area permits duplication of en- 
gineering drawings, accounting reports and 
out-size systems forms. The machine is 
designed especially to handle repetitive 
duplicating such as scheduling, production 
and factory orders, purchasing and receiv- 
ing, sales order-invoice, inventory and cost 
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control. Operation is governed by a pro- 
gram control unit which delivers the exact 
number of copies, dialed by the operator 
at the start of a run, for as many runs as 
required. Electro-mechanical features re- 
duce the number of manual operations 
usually required from seven to two. If the 
same cycle is to be repeated throughout a 
long repetitive duplicating run, operator 
performs only two manual operations after 
setting program control unit: changes 
masters and flips starting lever. This auto- 
mated, large-image duplicator includes all 
basic operating features of the standard 
A. B. Dick Model 350 offset duplicator. It 
produces at a rate of 9000 copies an hour, 
depending on the type of duplicating per- 
formed, and has Aquamatic metering con- 
trol to assure proper balance of ink and 
water and first-to-last copy clarity. For 
More Information Circle No. 168. 


MICROFILM READER 


Recordak Corp., 415 Madison Ave., 
New York 17, N. Y., announces the 
high speed Recordak Lodestar Microfilm 
Reader for viewing coded rolls of micro- 
film protected in plastic magazines. This 


method is suitable where frequent refer- 
ence and high speed location of a docu- 
ment is required, such as for parts lists 
and credit reference installations, as well 
as retail stores, telephone companies, util- 
ities, railroads, airlines and shipping com- 
panies. Code lines are exposed between 
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document pages on the microfilm accord- 
ing to a pre-established code. A matching 
code scale on the reader guides the viewer 
to the proper document. When looking up 
a document, the viewer merely locates the 
paper code number and film magazine 
from a master index, inserts the magazine 
and moves the control lever. Film can be 
viewed at speeds from a fraction of a foot 
per second to 10 ft. per second. At top 
speeds a document can be located in sec- 
onds. Insertion of the magazine lights the 
screen and starts the film drive motor. The 
magazine cannot be removed until all film 
is rewound. The system is used by Sears, 
Roebuck & Co. which reduced 32,500 
pages of listings in 65 volumes to 13 rolls 
of microfilm occupying only 52 square 
inches of space. For More Information 
Circle No. 171. 


ELECTRIC ERASER 


Charles Bruning Co., 1800 W. Central 
Road, Mount Prospect, Ill., offers the 
Bruning Electric Eraser Model 3831 which 
makes erasures in a fraction of the time 
erasing. With a 


required for manual 
slight pressure of her index finger on the 
switch, a typist sets the eraser rotating at 
3100 revolutions per minute. The die-cast 
aluminum housing with attractive baked 


ea 


| 


enamel finish is tapered for pencil-like 
handling, enabling accurate erasing in tight 
areas. Eraser wobble and paper-damaging 
flyouts are eliminated through use of a 
chuck and chuck ring that firmly grip 
long-lasting 7” erasers. Added safety and 
ease of operation are provided by sym- 
metrical contours and absence of sharp 
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edges on the case. Works with equal effi- 
ciency on both manual and electric type- 
writers. Grooves provide a non-slip grip- 
ping surface for the operator’s hand. For 
added ruggedness and long life, electric 
cord is securely clamped in the machine 
so that it cannot work loose. Made by a 
pioneer in the electric erasing machine 
field, it has improved bearings for quiet, 
virtually vibration-free operation, and 
greatly reduced maintenance, even after 
hours of continuous use. Adapted to mak- 
ing soft pencil erasures as well as remov- 
ing typed or inked copy, the erasing ma- 
chine can be used with any of five grades 
of Bruning 7” erasers. For More Infor- 
mation Circle No. 129. 


MANUAL TABULATOR 


Denominator Co., 261 Broadway, New 
York 7, N. Y., announces its new model 
Multiple-Tally. This machine is all metal, 
more compact than before, and new in its 
patented mechanical action, design and 
styling; but it retains many of the features 
appreciated in prior models, such as the 
modular, interchangeable unit-mechanism, 


extreme lightness of touch to operate, and 
the very short stroke required to register 
a single count. Originally offered to indus- 
try in 1914 as an easier means to denomi- 
nate cash payrolls, this same equipment, 
assembled in varying numbers of counting 
units, has solved hundreds of different 
sort-and-count problems in almost every 
industry where item counts must be made 
in various categories. Sales offices having 
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the unit analysis problem, but not the 
volume to warrant automation, must still 
tabulate by hand. In hundreds of installa- 
tions, Denominator has made possible 
savings in time and clerical effort up to 
50% of that previously expended to ana- 
lyze and then summarize sales unit data. 
In the food service field, this equipment 
is used to count portions served of each 
menu item. In factories, counters speed 
summary of quality control information 
such as reject counts and weight tests. In 
hospital pathology labs it becomes a re- 
cording instrument for differential blood 
counts and marrow counts. In traffic sur- 
veys, state and local authorities use these 
Multiple-Tallies to record observed ve- 
hicular movements, as in the studies of 
relative volume of left or right turns at 
intersections to govern signal light timing. 
Each assembly of Tallies is custom made 
with the desired number of counting units 
to precisely fit each individual need. For 
illustrated brochure, Circle No. 151. 


CHECK HANDLING MACHINES 


Burroughs Corp., Detroit 32, Mich., an- 
nounces its document sorter which reads 
characters printed in magnetic ink on bank 
checks or other documents and sorts them 
at more than 1500 a minute. Their Mag- 
netic Imprinter, and Magnetic Amount and 


Account Number Printer, both print num- 
bers and symbols in the common language 
adopted in principle by the American 
Bankers Assn. These are part of Bur- 
roughs Magnetic Ink Character Recogni- 
tion (MICR) program. Banks, including 
those with electronic computers, will use 
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the system for check handling, proving, 
bookkeeping and preparing customers’ 
statements. Its flexibility will allow its use 
for savings accounts, installment loans and 
other operations requiring high volume 


ia 


sorting. Because the average check is han- 
dled by many people before it is deposited, 
the sorter has a high tolerance for process- 
ing worn documents. For More Informa- 
tion Circle No. 455. 


COPYING SERVICE 


Magi-Copy, 108 West Lake Street, 
Chicago 1, Ill., offers Magic-Copy copying 
service with copies as low as 7c each and 
same day service on most orders. They 
will copy anything whether printed, writ- 
ten, typed, drawn or duplicated including 
copy in blue ink or pencil, offset masters, 
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NEW SIMPLIFIED 
FILING EFFICIENCY 


At a glance, the photographs shown may look the 
same —but look again. The camera speed has 
captured the very few motions and speed of this 
reference filing operation. 

This is motorized filing at its best in the Wright 
Ratary Model 40. All controls are close to operator. 
It's a complete work station, space saving unit. 
Engineered with low silhouette appearance and the 
most advanced’vinyl coated steel covers all outside 
panel. Paint maintenance has been eliminated — 
appearance lasts for machine life. Operation is fast 
and quiet too. 

No need to change record size — Wright Rotary 
Files will handle any and all sizes in individual 
trays with large front labeling to speed identifica- 
tion when rotating. Speed is built right in to give 
immediate action on impulse —no record is more 
than three seconds away. 

The file and the operator are fully protected 
with an exclusive Safety Beam which when broken 
by loose objects stops the rotation until object 
is removed. Resetting is no longer necessary — 
minutes are saved. 

Learn more about this latest advancement in 
the motorized filing field. See why files have 
finally been built and priced for the every day 
operations. 

Send for full details of the over 30 different 
file models available to handle your every job. 





160 GOLD STAR BLVD., WORCESTER 6, MASS. 
BRANCH OFFICES 


Elizabeth, NJ Ag po a 
Hartford Mil St. u 
Houston San frenciece 
Indianapolis Seattle 
Oes Jacksonville Tulsa 
Detroit Kansas City, Mo. Ph oc. 


THE WRIGHT LINE OF CANADA LTD. 
Main Office and Warehouse Scarsdale Road, Don Mills, Toronto 


BRANCH OFFICES 
Montreal, Vancouver, Calgary, Edmonton, Winnipeg and Ottawa 





For More Information Circle No. 344 
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Available ina 
bouque 


AVERY 


self-adhesive 


file-folder 
labels 


i — Keep the boss 
L~ smiling 
_ € at your filing 


“Secretaries wiles 
Come in many shapes and forms and styles — 
Not the least of which I'll bet 
Is earning praise that’s hard to get — 
By stashing papers neatly in the files.” 


Avery self-adhesive File Folder Labels give 
quick, positive identification — and they're 
easy and fast to apply. No moistening 
needed! No messy mucilage to lick. Just a 
touch and on they go .. . quickly, neatly, 
firmly. You'll save time, save money with 
Avery File Folder Labels — and how you will 
be appreciated by the boss! Ask for Avery 
File Folder Labels at your 
Stationers. 


of ten 


fresh colors, 
plus white —for 
bright, efficient 


color coding 





in sheets of 8 
labels each with AVERY LABEL COMPANY, Div.178 


guide lines for 117 Liberty St., New York 6 © 608 S. Dearborn St., 
uniform typing Chicago 5 © 1616 $. California Ave., Monrovia, 
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California « Offices in Other Principal Cities. ' 


Please send me samples of Avery file folder Labels. 
My Name Eo CO 
Company 
Address. 





For More Information Circle No. 318 





etc. Multiple copies are returned collated 
in sets. Copies can be made in black on 
8%” x 11” or 8%” x 13” 20 lb. white, 
blue, green, pink or yellow bond; on 90 Ib. 
white or colored card stock, or on gummed 
paper. Material to be copied can be re- 
duced or enlarged in size, and prints up 
to 54” x 100” can be made. For a free 
sample Magic-Copy and price list for 
various sizes and quantities, Circle No. 
132. 


LIGHT & AIR DIFFUSER 


Pyle-National Co., 1334 N. Kostner 
Ave., Chicago 51, Ill., has developed the 
Multi-Vent Troffer, a combination lighting 
fixture and air diffuser designed to help 
solve several heating, air conditioning and 
ceiling design problems common to com- 
mercial and institutional buildings. The 
unit simplifies engineering, lowers initial 


| cost and makes possible cleaner, more at- 


tractive and flexible interiors. It consists 


| of a glass-bottom, flush mounted fluores- 


cent lighting fixture with tiny side slots 
which transmit a vertical air flow from a 
low velocity diffuser panel attached above. 


The diffuser is connected by a flexible tube 
to a central duct in the drop ceiling. The 
actual lighting component is the only part 
visible from below. Interior designers seek 
uncluttered ceilings but conventional high 
velocity air diffusion systems require a 
supply panel, return grille and separate 
light fixture. Because the lights are installed 
by electricians according to their needs 
and diffusers are installed by air condi- 
tioning men according to their needs, a 
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nel 


seen on more desks across the nation than any other brand! 
Why? Because only SWINGLINE OFFICE STAPLERS have the famous open-channel for 
split-second loading...jam-proof performance. Exciting Jeweltone colors, ultra-modern 
design. No. 4 is a master desk stapler, holds 210 staples. No. 3 is a shorter desk model, 
holds 105 staples. No. 27 is a rugged one, holds 210 staples, can be imprinted with 
your company name, too! All sensibly priced. Contact your stationery supplier...today! 


y Swingline, Inc. 
& ‘a yn Long Island City 1, N. ¥. 
For More Information Circle No. 198 
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Results 
are better... 





PAPERS FOR ANY 
OFFICE PRINTING 


EQUIPMENT 


Try ODIN — mimeo finish, 
smooth finish or bond finish. 
Compare it with any office 
printing paper for brightness, 
surface uniformity, opacity — 
printability! Sized for pen and 
ink. Write today for samples 
and name of nearest 
distributor. 


Berestrom 
PAPER COMPANY 


NEENAH, WISCONSIN 


FOUNDED 1904 
For More Information Circle No. 299 
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lack of coordination between the two can 
result in an irregular pattern in drop ceil- 
ings. The Multi-Vent Troffer provides a 
diffuser or return outlet in one fixture. 
Where modular-designed buildings are 
concerned, the troffer method meets the 
built-in flexibility requirements of modular 
design. Because of the diffuser’s low veloc- 
ity, it should not cause dirt streaks across 
the ceiling. The air flow might also keep 
the lights freer from dirt, maintaining 
footcandle power at maximum. This troffer 
also affords a slowly descending blanket of 
cool air which, combined with its low 
noise factor, disguises its existence. Recent 
office building installations of the dual- 
purpose fixture include Travelers Insur- 
ance Co., Hartford, Conn.; State Services 
Building, Denver; National Bank Build- 
ing, Detroit; and Harris Trust & Savings 
Bank Building, Chicago. For More Infor- 
mation Circle No. 120. 


TOILET BOWL CLEANER 


Airkem, Inc., 241 East 44th St., New 
York 17, N. Y., makes Airkem Concen- 
trated Bowl Cleaner designed to reduce 
costs for large users of restroom mainte- 
nance products. Shipped in a 53-gal. fibre 
drum with polyethylene liner, this product 


is said to be equivalent of 510 qts. of 
regular strength bowl cleaner. Savings 
are in handling and storage space, and 
product costs which are reduced over 
50%. Estimated savings are quoted as 
high as 70c a quart. Each drum is shipped 
prepaid with a free Pilot-Pak of six cali- 
brated quart plastic bottles with applica- 
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The Olivetti Divisumma 24 
is literally two machines in 
one. It offers all the advan- 
tages of (1) a tape adding: 
machine with 12/13 capacity 
and (2) a high-speed printing 
calculator with a unique au- 
tomatic constant and mem- 
ory. No special operator 
training is required. For in- 
formation, write Olivetti 
Corporation of America, 375 
Park Ave., New York 22, N.Y. 


olivetti 


For More Information Circle No. 393 
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tion spouts, six Acrilan mops and com- 
plete instructions. The concentrate be- 
comes an efficient bowl cleaner merely by 
diluting it with water. The controlled acid 
formula makes it safer to use and safer 
for fixtures and plumbing. Cleaning action 
is improved by addition of a powerful 
detergent. Airkem odor-counteracting in- 
gredients control the acid odor associated 
with bowl cleaning products. No drum 
deposits or freight charges add to the cost. 
Sealed drum is shipped from the factory, 
freight prepaid. For More Information 
Circle No. 156. 


OFFSET PLATE 


Pacific Copy Corp., 142 Oregon St., E) 
Segundo, Calif., introduces Photorapid’s 
aluminum Magi-Plate which combines 
camera quality and economy. In 60 sec- 
onds plates can be ready to roll and cost 
only 39c complete. No expensive equip- 
ment or supplies are needed, and anyone 
can learn to make the plates in a few 
moments, anywhere in an office or plant, 
using present photocopy equipment with 


a simple, low-cost accessory. The alumi- 
num plates provide direct photocopy 
image transfers of anything the eye can 
see, including a true solid photographic 
line and the finest reproduction from half- 
tones, solid images and colors, without 





POSTING 

TRAV .ce A 

IT’S A REFERENCE BINDER! 
Speed paper handling with this sturdy, compression 


type NARCO Posting Tray. Opens, locks, extends 
with finger tip control for posting, reference, storage. 


* Beautifully finished in metallic gray 
© Wide selection of standard sizes 


® Special sizes made to order 
WRITE FOR INFORMATION AND PRICES 


NARDON 


CCHS SESH SOSH ESE E EEE EEEEE 


MANUFACTURING COMPANY 


2125 W. MISSION ROAD 


ALHAMBRA 


CALIFORNIA 


MOVABLE RAIL FIXED RAIL 


CREATE MULTIPLE RECORDS 
WITH ONE WRITING! 
Get machine efficiency — without the machine! Pat- 
ented features on easy-to-use NARCO movable Ac- 
counting Boards assure positive registration. 

® Adjusts horizontally and vertically 

* Collating rails can not fall out 

® Wide selection — movable or fixed rail 
* Special sizes made to order 

WRITE FOR INFORMATION AND PRICES 


DISTRIBUTORS: 
Some territories 


still open 


For More Information Circle No. 281 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-to-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands .. . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are oll easily bound for a long life of handsome service, 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors. 





Punching and Binding Machine sales create con- 
tinuous repeat-profits on plastic binding elements. 
Write on your business letterhead for full details. 


P.S. We also manufacture power equipment. 


For More Information Circle No, 190 i, oe rush FREE MANUAL giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units, 


PLASTIC BINDING CORPORATION | ! ce —aeng eerpmmammmatti a =m 


ie ‘ee 






732 Sherman St 15 W. 24th St 


(Giatiaolelome) New York 10, N. Y 4 ee 


fi 


® 


a 29¢ Ball Pen That 
Wrote Steadily for 
over 6 MILES 


(32,222 FEET) 
.. without smudging! smearing! @ 
blotting, clogging!* /#J 


General’s new 


SEMI-HEX BALL PEN ys 


* From the findings of the New York Testing Laboratories 


Yes! Here’s the pen you’ve been reading 
about ... the most economical all-around ball 
pen you can buy—with the highest quality 
ink cartridge...the exciting new GENERAL 
SEMI-HEX BALL PEN that proved by test 
that it outwrites, outperforms ball pens cost- 
ing 10 times the price! AND— it’s available 
with an eraser—at no extra cost! 


How Much Would It Save Your Company? 
TRY IT 10 DAYS FREE—AND SEE! 


The new General SEMI-HEX BALL PEN 
feels light, slim, comfortable—like a pencil 
yet writes with the smooth, brilliant, line 
of the most expensive pens! 
Extra-long barrel 
helps prevent stiff fingers and writer’s 
cramp! Long-lasting, replaceable cartridges 
of Banker’s Approved ink in non-smear, 


non-transferable Green, Red, Blue, Repro- | 


ducing Black ink. Now’s the time to cut 
office expenses as you build office efficiency! 


See Your General Dealer now and ask to see 


General’s new SEMI-HEX Ball Pen or write | 


us today on your letterhead for free samples! 


PENCIL COMPANY 


69 FLEET STREET, JERSEY CITY 6, N. J. 
For More Information Circle No. 266 
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makes writing easier, | 


using filters, powders or ‘toxic chemicals. 
There is 75% less plate mortality before 
printing, and Magi-Plates can be filed after 
using without loss of quality. The first 
impression after filing is as clear as the 
last impression before filing. The Photo- 
rapid Magi-Plate holds its camera quality 
whether used on small duplicating jobs or 
or runs up to 40,000. The system uses a 
sensitized paper, not affected by ordinary 
room light, as a photocopy negative of 
material to be duplicated by offset. Nega- 
tive is placed against plate and both are 
run through the photocopy machine at- 
tachment. Paper negative can be peeled 
from plate immediately and is ready for 
the press in less than 60 seconds. When 
negative is peeled off, copy on the stand- 
ard .05 aluminum Magi-Plate looks much 
like an engraved letterhead, with every- 
thing that the eye could see on the original 
transferred to the plate. Because of its 
quality, economy, speed and simplicity of 
production, the Photorapid Magi-Plate ini- 
tially will be sold only on priority alloca- 
tions to prevent orders from exceeding 
early production. For More Information 
Circle No. 109. 


TYPEWRITERS 
R. C. Allen Business Machines, Inc., 
668 Front Ave., N. W., Grand Rapids, 
Mich., announces two new typewriters: the 


A model VisOmatic standard, and the A 
model VisOmatic Electrite. The A model 
VisOmatic standard has an automatic bail 
that permits instant paper insertion with- 
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— WE BOUGHT A NEW COLLAMATIC 
PORTABLE ELECTRIC COLLATOR 


"We don't do a world of collating, but enough 
to present us with a problem. We've consid- 
ered buying a collator for years, but We 
Could Never Justify The Investment. The new 
Collamatic "Desk Top" is just what we wanted. 
It suits our production needs and our pocket- 
book to a 'T'.” 


Yes, now every office can enjoy the benefits 
of Electric Collating. Perhaps you collate only 
occasionally or have only | or 2 big jobs a 
year. It really doesn't matter. The new Colla- 
matic "Desk Top" is so very inexpensive, even 
light, occasional collating will justify its be- 
ing a part of your office "Staff". 


You'll be amazed at how productive the Colla- 
matic “Desk Top" really is on all types of 
8!/."" x 1" paper. It's light and portable and 
can easily be moved from department to de- 
partment. 


Send for literature or request free demonstra- 
tion. 


Remember too, Collamatic manufactures a 
complete line of inexpensive Console Electric 
Collators, featuring exclusive APC, Automatic 
Production Control. Literature included with 
"Desk Top" brochure. 


Fully Electric and only 


$14.950 


F.O.B. Wayne, N.J. 


2806424 696 


Collamatic Corporation 
Dept. 104, Wayne, New Jersey 


For More Information Circle No. 323 
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How’s 
Your 


BUSINESS 
CARD? 


Get your FREE copy of our useful 
folder, Business Card Buyers’ Guide. 
Then turn to the handy check list to 
gauge business card effectiveness. See 
or yourself how your business card 
rates. If the tests show room for im- 
provement, HILL’s 44 years of spe- 
cialized experience is at your disposal. 

Learn how Hill craftsmanship can 
create for you a business card you'll 
be proud of . one that wat a 
favorable impression on your prospects 

. one that truly reflects the charac- 
ter, personality and prestige of your 
salesmen and your company. All of 
this can be yours at prices much lower 
than you'd expect. 

If you use 5,000 or more cards a 
year, write today for your free Bus- 
iness Card Buyers’ Guide. Just tell us 
how many cards you use a year and 
noes send a sample of your present 
cara, 


If it's worth seeing, put it on a Hill 


rk. 0. H. HULL, Inc. 
270 (F-24) Lafayette Street 
New York 12, New York 


Attached is a sample of our business card. 


We use . per year. Please send me 
my free copy of Business Card Buyers’ Guide. 


NAME 
COMPANY 
ADDRESS 
CITY .. 
STATE .. 


Fine Business Cards and Letterheads Since 1914 








For More Information Circle No. 273 
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out the operator manually lifting or low- 
ering the bail, and dual built-in trans- 
parent card holder that enables the op- 
erator to type any place on any card. 
Other features include a hand-ease line 
space lever, a sure-sight line finder top to 
keep all typing completely visible, and 
constant ribbon tension control lever. 
Other features incorporated in this model 
are automatic visible margin set, balanced 
line spacing, half-space error correction 
and margin justification, fingertip keyset 
tab keys, quick switch platen and lifetime 
soft-touch key tops. Either model is 
available in a choice of seven different 
office-matched decor colors, all with pear! 
white trim. Colors are: mist green, sun 
yellow, muted gray, soft white, pastel blue, 
tropic coral. The A model Electrite offers 
all the features of. the Standard, plus an 
electric shift which operates from either 
side to increase typing speed and effici- 
ency. For More Information Circle No. 
105. 


PARTITIONS 
Filon Plastics Corp., 2051 E. Maple 
Ave., El Segundo, Calif., makes low-cost 
Filon reinforced plastic partitions in all 
office styles. Illustrated is an installation 


& 


Vex. 


in a finance company’s interviewing de- 
partment. These partitions lend a bright, 
decorative note to the office while putting 
customers at ease. This company reports 
that there have been no breakage, replace- 
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8 it's ———- new ———_ ——— new ——————addo-x” model 2341 E automatic multiplier 


® with—_——_—_ fast —_—_—_ fast fast completely automatic multiplication 


8 priced low low low————no more than a conventional adding machine 


® you———— wee en ——-with this truly unique adding machine 


for details phone, wire or write”“addo-x inc’, 300 Park Avenue, New York 22; NY, PL 5-5420 


For More Information Circle No. 196 


THe Orrice—April, 1959 165 





Planomatic—Magnetized 3 D scale models— 
reveals the most efficient space plan by per- 
mitting complete visualization. 

Planomatic sets are available in any size to 
meet your requirements. 


M& M INDUSTRIES 
P. O. Box 91 South Milwaukee, Wis. 
For More Information Circle No. 270 


TSE 


Buy Direct from Manufacturer 
eRubber Stamps e Self-Inkers 


e Steel Stamps e Stencils 

e Special Band Stamps 

e industrial inks eDaters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs e Numberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly e Catalag on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO.,INC. 


?} Fulton St NewYork 7.N -Y. Tel COrtland7-5714 


For More Information Circle No. 272 
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| New York 
| Microfile Print Film that improves the 


| nal microfilm negatives. 


ment or repair worries since the panels 
were installed early last year. For More 
Information Circle No. 162. 


ADDING MACHINES 


Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, IIl., announces 
the 1959 Champion line of precision-built, 
large capacity adding-subtracting machines 
to meet the requirements for high quality, 
low-priced office equipment. The complete 
line consists of many models ranging from 
electric subtractors with credit balance to 


the small sturdy-built hand-operated add- 
ers. There is a choice of 10-key or full 
keyboard models with such features as 
printing press action; automatic punctua- 
tion; automatic space-up; quiet operation; 
feather-touch, fingertip control of all keys; 
high impact thermo-plastic case; rustproof 
cadmium plated working parts and rubber 
feet to prevent travel. For More Informa- 
tion Circle No. 107. 


MICROFILM 


Recordak Corp., 415 Madison Ave., 
17, N.Y., makes a 35mm 


quality of positive film duplicates of origi- 
The film is ex- 
pected to widen the use of aperture card 


| systems for reproducing and distributing 
| engineering drawings in industry and gov- 
| ernment. 


Resolution of this positive film 
matches the potential of 240 lines per mm 
of original microfilm negative. Previously, 
positive print film had a potential resolu- 
tion of only 150 lines per mm and this 
dropped to about 80 lines after printing 
and processing. The film preserves over 
90% of the original camera film resolu- 
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NOW! A NEW DIMENSION IN PHOTOCOPY... 


(QUANTITY 


REVOLUTIONARY 
POLYCOPY 
PROCESS 
PRODUCES 
UNLIMITED COPIES 
FROM ONE 
MASTER... 
AT HALF 
THE COST! 


PolyCopies are made by the 
PolyCopier, an accessory 
to existing cquipment. 
Only $79.50. 


CORMAC 


PHOTOCOPY CORPORATION 


80 Fifth Avenue, New York 11, ORegon 5-9310 


Now you can make five, twenty, an 
infinite number of copies—from just 
one master. Each copy is as clear, 
crisp and distinct as the original. File 
the master. Make copies years from 
now. You'll get perfect results every 
time. Copying with the PolyCopy 
process is simplicity itself. You use 
only one sheet. Peel-apart is 
eliminated. Cost of copies is cut in 
half. Copying time is sles 

all the way. 


Now you can have 
Cormac copy quality—the finest.. 
Cormac quantity—the most! 


If you have held off buying a 
photocopy machine because of 
production limitations, hesitate no 
longer. If you have a photocopy 
machine but not a Cormac, 

you can adapt the PolyCopy 

process to it. And—if you own a 
non-photocopy machine, trade it for a 
Cormac with the PolyCopy process. 
Get photo-sharp, permanent black 
and white copies which skip nothing 
—with the new dimension of 
unlimited quantity! 


The PolyCopy Process is Exclusive 
with Cormac! 


MAIL COUPON, TODAY! 


CORMAC PHOTOCOPY CORPORATION, Dept, 51 
80 Fifth Avenue, New York 11, N.Y. 


| want to see a demonstration of the 
revolutionary PolyCopy process. 
No obligation, of course. 


| 
, 
l 
| 
| 
[] Sand mo FREE brochare,"The Polopy | 

Story”, | 
Name ; 
Title | 
Company | 
Address n | 
City Zone State 2 ! 


Siepbisechanamtbenemmeananenenil 














For More Information Circle No. 391 
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This marvelous 2-unit “Tape-Talk” machine turns out professional type- 
sets with justified margins at substantia! cost savings compared with hot 
metal composition ,.. offers ideal way to handle bulletins, manuals, price 
lists, booklets, directories, catalogs, direct mail literature, house organs, 
inter-office memoranda and employee communications of many kinds. 

The Friden Justowriter produces these clear, accurate typesets on 
direct image plates for duplicating machines or in form of reproduction 
proofs for lithographic printing, Fourteen different Justowriter type faces, 
sized from 8 to 14 points, are available. 


One of the ways 


a 
eFriden 





On this Justowriter Recorder (unit #1) any typist Justowriter unit #2, the Reproducer, receives code 
becomes an expert type compositor, Her usual tape ... “reads” it ... and automatically composes 
typing -- without involving special positioning or the original copy in clear, accurate justified- 
extra time -- produces simultaneously (a) a type- margin form, All kinds of copy -- straight matter, 
written sheet, for visual check, and (b) punched centered, run arounds, line leaders, tabular matter 
paper tape with identical copy coded into the holes. handled with ease at 100 words a minute, 





You have been reading a Justowriter-composed message ... note the auto- 
matically justified margins and overall pleasing appearance! Write today 
on your business letterhead for additional information on the justifying 
type-composing Justowriter -- one of the most immediately functional 
Tape-Talk machines now “breaking new ground” in the new world for 
business created by FRIDEN, Inc., San Leandro, California, 


FRIDEN SILVER ANNIVERSARY 1934-1959 
For More Information Circle No. 203 
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tion. Third generation negatives, made 
from the positive film for distribution pur- 
poses, are therefore much improved. The 
film assures higher quality third generation 
negatives for reference and reproduction 
uses in outlying repair depots and supply 
centers. It also provides better reading 
quality in roll film records of newspapers, 
magazines and books for library use. For 
More Information Circle No. 108. 


WATERCOCLER 


Ebco Mfg. Co., 265 N. Hamilton Road, 
Columbus 13, Ohio, adds the Bubbelet 
(Model 3P) watercooler to their Constel- 
lation Series. This is a smaller cooler, 
designed for economy and efficiency. Its 
full 3-gal. capacity is ample for reception 
rooms, small offices, classrooms or public 


buildings. Low initial cost of the Bubbelet 
permits use of several units, when desired, 
to reduce travel time in larger offices, at a 
total cost comparable to a single, larger 
capacity cooler. The Bubbelet takes only 
1 sq. ft. of floorspace and stands 40%” 
high. Desert dawn cabinet finish blends 
well with any furnishings or decor. 
is hand polished stainless steel of splash- 
proof design. Convenient Dial-A-Drink 
Bubbler provides this pressure-type cooler 
with an even flow of water for quick 
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| SAVES PLUMBING BILLS 


| 4640 N. Central Ave., 


3 PHONE 





Top | 


NEW! DISCOVERY! 


OPENS DRAINS 
INSTANTLY 


Miller Sewer Rod Co., Office Dept., 


Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 


| ing Gun for cleaning obstructions in of- 


fice toilets, urinals and sinks. Anyone 


can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., 


no matter 


how many bends there are. Can be used 
on any waste pipe from %” to 6” to 
clear paper, rags, grease, sand and other 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet. (ADV.) 
For More Information Circle No. 274 


PROBLEMS | 
SOLVED-— 

1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 

HUSH-A-PHONE 

Model for all types 

of phones and dic- 

tating machines. 

Write for Literature 


HUSH-A-PHONE 
72 Madison Ave, 
New York 16 











For More Information Circle No. 276 
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Here’s the New, 
Modern Way 
to Make 


Carbon Copies! 


1, Pick up the Sea Foam Bond 
CARBONSETS you need. 


9. Place your letterhead on top 
and slip into typewriter. 


3. Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST ¢ CLEAN 
Always specify CARBONSETS 
by name, the only set using 


famous Sea Foam Bond. Write 
on company letterhead for 
sample kit. 


Write Dept. 0-459 
BROWNVILLE PAPER COMPANY 
BROWNVILLE, N. Y. 


For More Information Circle No. 267 
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refreshment. Cooling unit is of the same 
design and quality as in larger Oasis cool- 
ers. For More Information Circle No. 113. 


LABEL PRINTER, DIE-CUTTER 


W. H. Brady Co., 754 W. Glendale 
Ave., Milwaukee 9, Wis., makes the Brady 
Printmatic Automatic Label Printer -Die 
Cutter which can save 60%-70% on short 
run label costs. It simultaneously prints, 
die-cuts and dispenses pressure -sensitive 
labels from a liner mounted roll. Tape is 
processed at the rate of 250”, or approxi- 
mately 110 average size labels, per minute. 
Suitable for production run quantities, the 
unit is said to produce short-run require- 
ments at an overall saving of more than 


we 


50%. All labels are produced ready to 
use. Storage and inventory problems are 
eliminated. Smudge-proof ink requires no 
drying time after printing, yet will not dry 
up in fountains when machine is left stand- 
ing. Easy to understand instructions show 
unskilled help how to operate machine 
satisfactorily within 15-20 minutes. Fast, 
simple adjustments permit on-the-spot 
change of label size, color or shape. Rub- 
ber copy plate is changed in 30 seconds, 
ink color or dies in less than one minute. 
Manufacturers, jobbers and retailers will 
find cost saving applications in packaging, 
pricing, coding, identification, inspection 
and wherever labels are used. Measuring 
only 11” x 18%” x 9”, the patented Print- 
matic fits easily into any office or shop 
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copies 
electron ically! 


automatically! 


THE ELECTRO-REX — left —revolutionizes stencil making. Insert type proofs, printed 
matter, clippings, drawings or pictures. While the drum rotates, every detail is faith- 
fully copied — electronically! The only ability required to produce a perfect stencil or 
offset plate is the ability to throw a switch! 


THE REX-ROTARY D-280 — right — gives true printing-press fidelity, 100% accurate 
printing-press registration for fill-ins and multi-colors. Fully automatic tone control 
of inking, rapid color changes —all without messy fingernails! No experience or skill 
required to operate, yet it turns out a professional printing job every time — at sub- 
stantial savings. Electric 

models as low as $485. an WY 
for free demonstration. 

Rex-Rotary Distributing Corporation + 387 Fourth Avenue, New York 1, N. Y. +» MU 4-5405 
Please contact me regarding a free demonstration of (JElectro-Rex () Rex-Rotary D-280 








Name 











fe ee ee 


Address 
L. 


For More Information Circle No. 392 





location and produces quality labels in a 
wide variety of sizes and materials. Avail- 
able on lease or purchase terms. For More 
Information Circle No. 106. 


INTERCOM 


Gustav A. Ring A-S, Export 
Akersgt. 8, Oslo, Norway, makes the 
Ring-Master Model RMION intercom 
which has only ten push-buttons on each 
unit but a system can comprise from two 
to 2000 stations. Any station can call any 
other station by pushing the buttons ac- 
cording to a number code. The units 
measure less than 6” x 9”, have built-in 
microphone and loudspeaker, and printed 
circuit. Neither party need touch the unit 
during two-way conversation nor need a 
person be near the unit to talk. All stations 
have security against tapping or unauthor- 
ized listening-in, as well as secretary inter- 
ception, block switch and telephone for 
confidential conversation. Users can also 
have visual paging from all master stations. 
Stations may be located as far away from 


| 


Dept., 





Monarch 


presents 





ULTR-A-FILE 


each other as desired, using leased wires or 
radio transmission to cover long distances. 
An installation can be expanded as re- 


quired without replacing Ring-Master 
equipment originally installed. For More 
Information Circle No. 179. 





~ 





the ultimate in vertical shelf filing. 


Save over 50% in floor and aisle space. . 
economical—the most advanced step in modern filing. 
Monarch ULTR-A-FILEs come in three, 
seven shelf heights—with or without doors. Send for 
literature and prices, today to Department O. 
Also Manufacturers of Data Processing 


Equipment, Write for catalogue. 


MONARCH METAL PRODUCTS, Inc. 


. efficient, POSTING SHELF in 
ULTR-A-FILE is an in- 
dependent unit—not the 
door top . . elimi- 
nates removal of files 
from cabinet — saves 
time and minimizes 
misfiling errors. 


five, six and 


Auxiliary 





New Windsor (Newburgh) N. Y. 5 
For More Information Circle No. 382 


THe Orrice—April, 1959 





Hand folding ~ 
iS high cost 


The 3300 FH a new, small, 
simple, combined folder and 
inserter, will fold and stuff 

up to 500 bills, letters, etc., into 
envelopes in eight minutes. 


° 1 
PITNEY-BOWES Folding 11s watmusve.stamor.com 
& Inserting Machines \ inserting machines [ postal rate chart. 


Made by the originator of the postage meter 
...121 offices in the U.S. and Canada, Address 
with nationwide service coast to coast. ee en ee ee 


Folding by hand is tedious, monotonous — 
and, in terms of the time required, costly. It 
interrupts your office routine, keeps your girl 
from more productive effort. No matter how 
small your office, a Pitney-Bowes Model FH 
folding machine will soon pay for itself. 

The FH makes eight different folds, handles 
multiple or stapled sheets, in most all conven- 
tional paper weights and finishes in sizes from 
3 by 3 to 8% by 14 inches. With semi-auto- 
matic feed, it can double-fold up to 80 letters 
a minute. (Fully automatic feed, optional at 
slight extra cost, is even faster.) 

The FH can be set in less than a minute, by 
merely moving two knobs for the fold-widths 
wanted. And it can be easily operated by any- 
body — even the boss! Light, small, easily port- 
able, one FH can serve several departments. 
And it costs less than a standard typewriter! 

Call nearest Pitney-Bowes office for a trial 
demonstration in your office—no obligation. 
Or send coupon for free, illustrated booklet. 
FREE: Handy desk or wall chart of latest Postal 
Rates, with parcel post map and zone finder. 


ra wee eee ee ee ee ee 


PITNEY-BowEs, INC. 


Send free CZ booklet on PB folding and 


| Name_ 


Ee se ee 


For More Information Circle No. 189 





: BALLPEN & CHAIN 
YOU DON'T Griffin Mfg. Co., 191 Lyndhurst St., 
PAY THE Rochester 5, N. Y., makes the Grifhold 


No. 28 all aluminum ballpen complete 
GIRL WHO with 30” security chain and eyebolt. Pen 
’ 
ISN’T THERE 








e 
economical takes standard ballpoint refills and offers 


minimum of upkeep with maximum per- 


7 
automatic formance. Pen and chain are $1; refills 


per package of five, $1. For More Infor- 


electronic mation Circle No. 157. 
Ste CHART EASEL & BINDER 


malax Plan Hold Corp., Box 1038, South Gate, 
Cc 


alif., makes a loose leaf binder for 


will give you one copy or Make — charts, maps, schedules and alll large sheet 
a Stencil for 10,000 —or it will 
make an excellent offset plate 
of any graphic material — 
without the use of chemicals, 
etc. Let us tell you more about 
its many time-saving office 
applications. 


Write Si lenalax 
TIMES FACSIMILE CORPORATION | 


A DIVISION OF LITTON INDUSTRIES material. This Easelbinder employs the 

aluminum friction type Plan Hold binder 

540 W. 58th Street, New York 19, N. Y. which will accommodate up to a 1” thick- 

1523 L Street, N.W., Washington 5, D.C. | ness of sheet material without mutilating 
For More Information Circle No. 319 
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PAUL MUELLER, PRES., 
the Paul Mueller Company. 


THE PAUL MUELLER Co. 
are specialists in fabrica- 
tion of stainless steels. 


fi 


EMPLOYEES PREFER the fast, easy op- 
eration of National Accounting Machines 


THE PAUL MUELLER CO., Springfield, Mo 


“Our Sakonal System 
saves us *lo,000 a year... 


pays for itself every 9 months. ’~ paul Mueller Company. 


Springfield, Mo. (Metal Fabricators) 


“Before we installed a National System, we had to rely on 
another firm to do our bulk milk tank calibration,” writes 
Paul Mueller, President of the Paul Mueller Company. “Our 
National System enables us to handle this work at consider- 
able financial savings. 

“With the National Class 32 Accounting Machine, plus lam- 
inating and photostating equipment, we can easily do cali- 
bration and prepare calibration charts. Needless to say, this 
is a great convenience. It also promotes better customer rela- 
tions since we now provide a chart without delay. We were 
so pleased with our National 32 that we decided to install the 
National Class 31 Bookkeeping Ma- 
chine for our general bookkeeping. 

“The National System has lived up iy 
to our highest expectations. Besides aul 
simplifying operating procedures, our 
National System saves us $15,000 a President 
year... pays for itself every 9 months.” the Paul Mueller Company 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


Your business, too, can benefit from 
the time- and money-saving features 
of a National System. Nationals pay 
for themselves quickly through sav 
ings, then continue to return a reg 
viar yearly profit. oo 
National's world-wide A tilaowad 
service organization “3 
will protect this profit. yay 


“TRADE MARK REG. U. ®. PAT. OFF 
ONaltonal 
ACCOUNTING MACHINES 


ADDING MACHINES > CASH REGISTERS 
nce paren (No Carson Requintn) 


For More Information Circle No. 257 
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sheets in any way. It requires no punch- 
ing of holes in material and is furnished 
with rigid, attractive Leatherwood covers. 
Easelbinders are offered in three standard 
sheet sizes: 12” x 18”, 18” x 24”, 24” x 
36”. The Easelbinder is also an excellent 
medium for sales presentations and textile 
displays. Plan Hold also announces its new 
catalog No. 1-59 which shows its com- 
plete line of Vertical Filing Equipment for 
blueprints, maps, plans, charts, etc. For 
the catalog, Circle No. 117. 


MODULAR DESKS 


Ed Golden, 175 Fifth Ave., New York 
10, N. Y., is sole distributor of the Wil- 
liams line of wood desks. Created by de- 
signer Richard Williams, the series fea- 
tures desks with Nevamar plastic tops in 
grained walnut or white finishes. The 1” 
top has a beveled edge or, alternatively, 
a 1%” self-edged top at slightly higher 
price is available. A fastener under the 
top permits faster, easier assembling and 
positive grip. All pedestals are genuine 


walnut veneered panels with steam-bent 
back corners, eliminating all posts and 
rails. Drawers are dovetailed front and 
back and interiors are oak with walnut 


facing on drawer fronts. Pull-out slides 
are incorporated in the larger pedestals. 


WO Tne Cn 


Other features include center drawer fit- 
ting into its own frame, complete with 
grooved key lock; legs with brass-tipped, 
adjustable, self-leveling domes; and drawer 
dividers in all pedestals. This low-priced 
line of interchangeable modular desk com- 
ponents is designed so that the dealer has 





Attend the 12th Annual 
SOUTHERN CALIFORNIA BUSINESS SHOW 


APRIL 21, 22, 23, 24, 1959 
10 AM TO 10 PM 


AMBASSADOR HOTEL 


Sponsored by the Los Angeles Chapter 
NATIONAL ASSOCIATION OF ACCOUNTANTS 





For More Information Circle No. 277 





ACCOUNTANTS’ 


LOS ANGELES, CALIF. 
“BLOCK-AID T/B" 
Bookkeepers’ Year Supply 


f A 6-Client Trial Set 


All clients’ P&L and Balance Sheets instantly take 
form in sensational new desk-top Blocked Trial 
Balance book. Gone—all writing of account names, 
the ten column worksheet. Accountants’ Utopia: 
Open Sesame for Bookkeepers and Students. 


5) Auditors’ 24-Client 3-Ring Master 
with 3-Ring Field-Use Binder 


W. H. RADCLIFFE (Accountants) 
Dept. O, 1 Vanderbilt Ave., N.Y.C. 17, N.Y. 
Handling, Delivery add (0c; 50c 











For More Information Circle No. 279 
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BASTTEE 


a ALUMINUM 
MAP CARRYING CASE 
safe ... strong 
to carry or mail confidential rolled 
maps, prints, plans, etc. Made of 16 ga. 
aluminum alloy with ‘‘comfort grip’ and steel 
hasp for lock. 36”, 42” and 60” lengths — other 
lengths made to order. MAIL ORDER TODAY 
SCOTT-RICE CO. — 610 S. Main, Tulsa 19, Okla. 
For More Information Circle No. 280 
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START OFFICE 
AUTOMATION 
WITH MOSLER’S 
REVO-FILE 


lew Mosler Revo-file is the first step 
1 any office system that relies upon active cards. 


Revo-File keeps punched or other cards in per- 
ct condition without physical attachment to the 
ytary drum. Your active cards can be transferred 
-om old style files to Revo-File in minutes without 
1angeover costs or recopying. You simply drop 
1em into place. 

Revo-File delivers cards to fingertips with a sim- 
e spin of the drum or...on Revo-File electric 
nodels... by the touch of a button. Card selection 

refiling time is reduced to 1% seconds. 

Revo-File is mobile...can be quickly moved 
yherever active cards are needed in your instal- 
ition. Models available for all card sizes. 

Large and small offices find Revo-File the vital 
nk between active cards and automatic equipment. 


NEW MOSLER REVO-FILE 


another fine product of The Mosler Safe Company, 
320 Fifth Avenue, New York 1, New York 


For More Information Circle No. 312 


do fall out! 
Pile belt keeps cards perfectly 
slace, protects against wear. 


in not attached 











REVO-FILE DIVISION © THE MOSLER SAFE CO 
Department Q.459, 320 Fifth Avenue, New York 
Gentlemen 
CT) | am interested 

Revo-File 
oO | om interested 


Revo-File 


Nome 





Position 


Company 





Address 








jf 4 ' 
, 7, ii Sg 


Exclusive patented Revo- No attachments! No hole punching! Cards No effort! Cards come to clerks with 
to drum. i 
present cards into Revo-File. 


spin of drum. Revo-File available in 


Just drop your ’ 
manual and electric models. 





It’s New! 
It’s Different! 
It’s Smart! 


MicROPOINT 


INK-STIK 
'N’ HOLDER 


Have a pen in sight 
when it’s time to write! 


it's the combination non-refillable type ball pen and holder that 
can be mounted to any flat, dry, clean surface . . . telephones, 
desks . . . typewriter, counter .. . anywhere. INK-STIK ball point 
pen has the slim, trim feel of a pencil and the writing quality 
of the finest pen. New jet-silvered tip provides instant starting, 
smooth SKIP-FREE writing . . . keeps hands clean. Available in 
choice of colors, Also with gold-plated bead chain for mounting 
on service counters. At better stores everywhere. 


MICROPOINT, INC. Sunnyvale, California 
In Canada: Ben Sanders Co., Ltd., Toronto 1, Ont. 


Advertised in 


For More Information Circle No. 307 
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a full stock with a limited inventory. For 
literature showing all desks, specifications 
and prices, Circle No. 134. 


PHOTOCOPY PROCESS 


American Photocopy Equipment Co., 
2100 W. Dempster St., Evanston, IIl., an- 
nounces that top quality photocopies, with 
greater economy, can be produced through 


the use of the Apeco Copy-Quik process 
in conjunction with the Apeco Director 
Auto-Stat copying unit. The Copy-Quik 
process is a method for obtaining multiple 
copies of the same document, at reduced 
cost, through the use of only one sheet of 
paper rather than the two usually required 





@ Continuous Checks 
e@ Full Body Imprints 
@ Headings & Vertical Rules 
e@ Crash Imprinting 
@ Continuous Offset Mats 
@ Silver Outs & Overprinting 


Representatives in Principal Cities 
CONTINUOUS FORMS, inc. 
TEmple 1-908 4490 Cass: Detroit, Mich 


For More Information Circle No. 283 
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in transfer diffusion-type photocopy units. 
In this way, the user cuts paper costs ap- 
proximately in half and is able to produce 
multiple letter-sized copies for about Sc 
each, compared with about 8c each for 
copies made in the conventional, two-sheet 
way. The Director Auto-Stat unit costs 
$227.50. For More Information Circle 
No. 130. 


TRIAL BALANCE SYSTEM 


W. H. Radcliffe, Dept. O, 1 Vanderbilt 
Ave., New York 17, N. Y., offers the 
copyrighted Accountant’s Block-Aid T/B, 
a simplified general ledger double entry 
system for producing working trial bal- 
ances. It reduces the usual eight or ten 
columns to three, eliminates all writing of 
account names, and gives preliminary and 
final profit immediately. Statements are 
immediately available for typing without 
recasting the trial balance. Items are in 
uniform sequence on all trial balances. 
Provisions are made for variations in ac- 
count nomenclature, for adjusting journal 





solve filing problems at 
LOW COST!. 


Adjustable OPNWINBO, metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

If not available from your dealer, write to 


(CHARLES, SMITH, INC.) 


For more than 00 years, a complete line 
of time-saving signals and indexes 
b I ve bis 4 


For More Information Circle No. 284 
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entries, and for schedules. Trial balances of 
wae Or all an accountant’s clients are instantly 

SECRETARY’S SUCCESS -~ | available in one alphabetically indexed 
three-ring binder, segregated from the mass 
of work papers. The trial balance is trans- 
ferred to another binder for field use dur- 
ing audit. Management has uniform facts 
without searching. Accountant knows when 
accounts of any client were last brought up 
to date. A year’s trial supply of Block-Aid 
T/B bookkeepers’ forms for six clients 
costs $1.10 postpaid. Auditor’s ‘three-ring 
master binder for 24 clients and three-ring 
field use binder is $4 postpaid. For More 
Information Circle No. 167. 






















LOW in S. S. 





A.W.Faber 
£ S CONTINUOUS PUNCHED CARDS 
= RASER TTK Forms, Inc., Willow Grove, Pa., makes 
The original grey eraser point Formscard, a continuous tabulating card 
—always best for erasing. that makes punched card operations com- 


pletely automatic. The steps of removing 
medial strips between continuous tab cards 
are eliminated completely, because there 
are no medial strips, and Formscards are 


The girl who uses her head for 
something more than wearing the 
latest hair style hates SLOPPY 
STRIKEOVERS. 


That's why girls with high 1.0.’s 
use A.W.FABER ERASERSTIKS— 
those slim, trim, pencil-shaped 
white-polished beauties that 
let them erase without a trace. 
ERASERSTIK gives you the right 
point to take out a single letter 
without smearing the whole 
word. No Secretary worth 

her weekly paycheck would 
ever dream of giving up her < 
ERASERSTIK . Pick up some 
ERASERSTIKS today. 


Which point do you prefer? 


Slender, Medium or 
Es 6s oa The choice 
is yours. EraserStiks 
7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 





available with pre-punching, within 90- 
days. Designed to work with the swift non- 
stop movement of modern tabulating 
systems, Formscards can be written, in any 
quantity, at high speeds, on any tabulating 
machine, then key punched, sorted and 
your taste. tabulated in any required manner. Separa- 
tion is easily accomplished on any bursting 

ERASER UL machine, or manually. Formscards are 

iret adaptable to payroll checks, accounts pay- 

a. ae a able, proxies, premium notices, inventory 
ase es control, dividends, etc. They can be pre- 
pared as multiple part forms, with vouch- 






AW.FABER ©RA 





st 


For More Information Circle No. 268 
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FOR LOWEST COST 


PHOTO OFFSET MASTERS 


Verifax Copier plus Offset 
Adapter puts you “in business” 
at minimum cost—makes 
photo-exact offset masters in 1 
minute for less than 20 cents. 
Here is the combination that gets 
your duplicating jobs rolling in record 
time ... Saves the day when speed and 
economy are of prime importance. 
The Verifax Offset Method can be 
used in any location. It’s ideal for 
quick, internal distribution of informa- 








y 


4 


tion when you need a few or a thou- 
sand copies. In fact, many organiza- 
tions have adopted it as a key step in 
their routine paper-work handling 
systems! 

At the same time you enjoy the ad- 
vantages of regular Verifax Copying 

. can make 5 copies of any office 

document in 1 minute for only 2% 
cents each! 

Ask your Verifax dealer for a dem- 
onstration. Or send for free booklet. 


. Verifax Copying wo: MORE... 


COSTS LESS... MISSES NOTHING 


ig 
yy 


Business Photo Methods Division 
343 State Street, Rochester 4, N.Y. 

Send free literature on Verifax 
Offset Method. 


Name 


eeeeeee « MAIL COUPON TODAY «+e 
EASTMAN KODAK COMPANY 


213-4 





Position 





Company 





Street 





City 





State 





Make offset masters with low-cost adapter and any 
Verifax Copier: Verifax Viscount model illustrated. 
For More Information Circle No. 367 
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IT'S. VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 
Will make up to 
12 good carbon 

copies. 
WRITE FOR 
DETAILS 








AMERICAN NUMBERING MACHINE 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGQ 2, ILL 


For More Information Circle No. 326 





New. low cost 
11 x 14 CAMERA 


. . “a ” 

The Miller-Trojan “SHARPSHOOTER 
Made of heavy steel and aluminum. 
Equipped with all latest features to assure 
top reproduction. Measures 42 x 72 — 
enlarges twice and reduces three times — 
requires only semi-skilled labor. Xerography 
back available. Camera ONLY $795.00. 


Base ONLY $112.75. 
MILLER-TROJAN CO., INC. Troy, Ohio 


For More Information Circle No. 327 
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“Perfect Playback” 


lete van make 








ers of any desired length, or with side 
stubs; even be stapled together to allow for 
future unit set operations. They can be 
printed front and back, in color, and num- 
bered. For More Information Circle No. 
172. 


SPIRIT DUPLICATOR 


Ditto, Inc., 6806 McCormick Road, Chi- 
cago 45, Ill., announces the low-priced 
9D35 spirit duplicator for sitdown opera- 
tion. It has foot-pedal control with two-way 
adjustable pedals, in and out, and correct 
slope to accommodate tall or short opera- 
tors. The slope of the receiving tray has 
been designed to make copies visible from 





the seated position of the operator. A No 
Pour fluid supply with a visible fluid gauge 
prevents spilling, waste and handling of 
fluid cans. The duplicator also has a con- 
tinuous feed lever for continuing opera- 
tion, and a visible and easily accessible 
master clamp. It has fluid and pressure 
controls, drum registration adjustment, 
counter, 120-copy-per-minute speed, and 
slotted drum which is easily converted to 
magnetic drum for systems requiring block- 
outs. It also can be used in any copy- 
making operations and forms from 3” x 5” 
to 9” x 14” can be handled. For More 
Information Circle No. 158. 
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Combining simplic- 
ity and versatility, 
thenew Royal McBee 
General Records 
Poster is quickly 
and easily adapta- 
ble to writing pay- 
ables (above), re- 
ceivables (right) 
and payroll (below). 


Low-cost way to 
modern accounting methods 


ROYAL M°CBEE GENERAL 
RECORDS POSTER 


Simplifies your payables, receivables, payroll — 
as well as other important accounting jobs 


Here, in just a single compact device, you'll find 
everything you require to simplify —and mech- 
anize—your accounting. Flexibly, economically, 
without specialized personnel. The new Royal 
McBee General Records Poster eliminates re- 
petitive writing—can slash your paper-handling 
costs by 60%. With greatest speed and accu- 
racy. In small and medium-sized firms... in 
larger, decentralized companies, too. 


Your nearby Royal McBee Data Processing 
Representative will be glad to demonstrate the 
new General Records Poster—as well as other 
Royal McBee machines and methods for cutting 
automation down to size. Phone him, or write 
Royal McBee Corporation, Data Processing 
Division, Port Chester, N. Y., for illustrated 
brochure 8-533. 


ROYAL M‘BEE : (ata processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


For More Information Circle No. 211 
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“Perfect Playback” 
lets you make 
changes naturally — 
just say it over, 
the better way! 


“Perfect Playback” 
gives her correction- 
free dictation — 
speeds letter-perfect 
transcription! 


Stenocord with ‘“‘PERFECT PLAYBACK’ ’gives you more 


exclusive advantages than any other dictating machine! 


Once you try this wonderful new way to 
dictate you’ll never go back to needle-type 
machines. 

Stenocord’s Magnetic Belt makes dictat- 
ing so much simpler, executives ask us: 
“Why didn’t somebody 
think of this years ago?” 
The fact is, “Perfect 
Playback” combines a 
number of new and im- 
portant advances in 
electronics — including 
new magnetic clarity of 
voice reproduction, sim- 
pler basic design and 
construction. It’s a 
major advance in mod- 
ern dictation. 


MAGNETIC BELT —mail- 
able, filable, re-usable. 


Stenocord lets you make changes and 
improvements automatically, as naturally 
as you do in face-to-face conversation. No 
need to make notes warning your secretary 
that you changed your mind. And at the 
touch of a thumb you can listen to perfect. 
playback. 

Yo our secretary will welcome this correc- 
tion-free dictation. No more typing rough 
drafts. No more listening through “what he 


didn’t want to say.” She will type smoothly, 


serenely and much more swiftly with 
perfect playback. 


Western and 
Midwest United States 


PACIFIC 
INSTRUMENT CORP. 


Dept. F-58, 
7046 Hollywood Blvd. 
Los Angeles 28, Calif. 


Eastern 
United States 


STENOCORD 
OF AMERICA 
INC. 


29 Broadway 
New York 6, New York 


For More Information Circle No. 227 





PORTABLE STEPLADDERS ELECTRIC ERASER 
Winfield Co., 1301 3rd St., South, St. B. Altman Products, Dept. M18, 518 
Petersburg 1, Fla., makes portable step- Miller Ave., Freeport, ) ey = offers the 
ladders of highly polished aluminum tub- Eras-O-Mat, a lightweight automatic eraser 
ing with steps of thick, high strength alu- 





minum covered with rubber treads for 
safety. The two-step model is 20” high 
and weighs 8 lIbs.; the three-step model 
is 30” high and weighs 12 lbs. Both are that operates on one standard flashlight bat- 
17” wide. For More Information Circle tery. It comes complete with four erasing 
No. 153. tips to erase typing, ink, pencil, crayon, 





Make your order files 


COME TO LIFE 
with 
Wassell 
ROTOR-FILE 
ORDER DESK 


* Gives your order-handling 
modern mechanized speed 


Finger-tip access to any order [aam , 
with ball-bearing ease of fil- Bae 4 a (lee 
2, eabnestorgy WASSELL ORGANIZATION, ING. 
Capacity equal to eight full Westport, Conn 

standard file drawers h : 





Slashes clerical time and cost: | Name ........... ails s veeeyaas viaceusediegiiansice veneid RR ist ATOR 
many installations have paid | 
for themselves in six months | SII ek ssahcubehss sucess 0sntshi tbvscsuenpsiibesosease yieaidonteonsdesedetes 


or tons ; ! INN, Fo F5 i Ass Seca ccnen nea ivedbousteaind esoloeoanizaceanesvens 
WRITE TODAY, Fe 
OR MAIL COUPON OS Ne vai crsscinctinnraesee. 


For More Information Circle No. 269 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


LURING 
U U. event 


Order ae your god or write to: 
U Products Corp., 

820 Greenwich St., New York 14, N.Y. 

For More information Circle No. 328 


SLIDE-soRTERS 


A welcome gift for 

li SLIDE fans. 40 
slides, at once, may 
be spread out on 
the Slide-Sorter 
—- - rama =e for 

rapid... easy se- 
fection ane arrangement 
of slides in any order or 
sequence desired for screen 
projection. Order several for 
gifts .. . Order one for yourself. 
Satisfaction or money refunded. 
SendCheck ee Ordere NoC.0.D. 

GEIST Postage and 


8614 il ‘a | LS, 2, Ohio Handling 





each 
Pius $1.00 for 











_ For More Information Circie No. 331 


PHOTOSTAT USERS!!! 


Cut your costs 70% 
with exclusive Magi-Copy Process 
Low as 7c a copy... No machine to 


buy . it all... Same day 
service ... Free price list and samples. 


MAGI-COPY (Dept. Alfred Mossner Co.) 
108 W. Lake St., Chicago |, FRa 2-8600 


For More Information Circle No. 378 


. we do 


lauu- Cast 


FOLD- 0- MATIC 


Electric Folding 
ateldalialss 


FOLDS+CONVEYS «STACKS 
120 SHEETS PER MINUTE 


THE PRINT-O-MATIC Co., 
724 W WASHINGTON BLVD 


Inc. 
© CHICAGO 6, ILL 


For More Information Circle No. 330 
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newsprint, etc., and two cleaning brush 


| attachments. A high speed motor provides 
| clean pin-point erasure without injuring 
| writing surface. For typists, draftsmen, 
| artists and photographers. Price $2.98 post- 


paid. For More Information Circle No. 
150. 


REPRODUCER PLUGBOARD 
Snapout Forms Co., Chardon, Ohio, an- 


| nounces the Quikswitch 80-80 switchable 


plugboard for use with IBM 514 or 519 


| reproducer. It replaces the manually wired 
| 80-80 


reproducer board and _ provides 
column-for-column reproduction into blank 
cards or, at the flick of a switch, any de- 
sided column can be left blank or gang 


COdoD0000¢ 
S0ccecoees 
SOOOC CoeES 
S8ClO00eNS 


punched with constant data. There are no 
wires to pull for column elimination and 
no wires to replace after job is done. Com- 
paring is automatic when a switch is up, 
disconnected when switch is down. Gang 
punching is also automatic when switch is 
in down position. These automatic features 
require that the Quikswitch 80-80 be used 
to reproduce or gang punch into blank 
cards. While the same operations can be 
performed with either model, the 519 
model has six additional switches for 
punch-x control for interspersed gang 
punching. Standard Quickswitch 80-80 
plugboards are built for use with reproduc- 
ers having 80 comparing magnets. On Spe- 
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| ad Oe 0) od 


(professional PROcedure FORMS) 


cedure-writer's forms used by supervisors ond other, writers to prepare 


PRO-FORMS ove the 


briet, precise 


professional pr 
ind complete machine accounting procedures 


PRO-FORMS t nmediately -av ible for any of the punched-card mv hines manufactured by International 
Business Machines Corporation. In every instance, complete and illustrated instructions for proper 
ft Jed without rge to PRO-FORMS purchasers 


PRO-FORMS © every f pe r f edure writer o professional the first time and every 
time he uses the 
PRO-FORMS ore tested proved tools of the professional machine accountant ) money-saving advance 
the a t r tion between procedure writers and machine operators of widely varying ex 
perience 
PRO-FORMS ke every machine Operator a better, more confident operat even when he new on the jot 
PRO-FORMS line of responsibility for th the procedure writer and the r hine operator When use 
tot ’ ' pr Jed with the forn | instruct ire clearly stated by the 
write 1 when f wed without est completely eliminate on operator's indeci 
sion of every step in the 5 edure ; 
PRO-FORMS | demonding standards of performance the | ¢ t we t ata 
erat Ad t te . ‘ t tter t t t } t 
t ent wer t j f New t t ‘ L 
of ad ‘ 
PRO FORMS ; t quick. revisions established’ mact nting ) @ssurance that 
jures w kept up-to-date at all times } { } 
sing Opt © PRO-FORMS withv edinté Bal binds 
PRO-FORMS |: the greatest possible return th r erable invest t ' t ai 
t ny punched rd systen Where perating trict - ; ; 
; tly operator in perform im a highl tistact manner 
PRO-FORMS are available to YOU. Whether yours is or e or off bine ng eq 
ment ventiondl punched J equipment, or the new Serie equipment 
the amazing PRO FORM wre ready tor you! 


Whatever your requirements may be, please 
write to us, giving us the full details of your in 
stallation. A special, ‘‘tailored’’ proposal will’ be 
prepared for you without any obligation on your 


exelas 


The PRO-FORMS Company 
PO Box 715 


sYolale aigelalel econ Wan @lol lite) gallo 


PRO 


For More Inf 


rm 


FORMS | 4 A 


ation Circle No. 
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cial order, a 40-magnet version can be sup- 
plied at no extra cost. Each magnet pro- 
vides comparing for two adjacent card 
columns. Ruggedly constructed with high 
quality bat-handle toggle switches. Stand- 
ard IBM permanent-type wires are em- 
ployed for all internal wiring. Column 
numbers are permanently engraved on the 
anodized aluminum panel. For More In- 
formation Circle No. 174. 





TWO-COLOR BALLPEN 


American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., makes the Sure- 
Rite Bookkeeper’s Duo Ballpen for ac- 
counting work. It is two pens in one. One 
end writes red, the other blue or black, 
making it especially valuable for posting 
ledgers or other records work involving 

SELF-ADHESIVE figures in two colors. Pen is available in 

- two color combinations: red and blue, and 
in ROLLS (pressrol 1) red and black; retails for 69c with money- 
| back guarantee. The Bookkeeper’s Duo 








COMES TO YOU IN MODERN, ATTRACTIVE 
REUSABLE PLASTIC BOXES. 


the neatness and ease of 


Self-adhesive application 
NO MOISTENING OR UNTIDY HANDLING 
. . just press-on 


CONTINUOUS FEEDING THROUGH TYPEWRITER FROM 
A ROLL—NO HANDLING OF SMALL STRIPS OR SHEETS. 
Choice of 8 colors @ 250 labels on each roll 


Perforated for easy separation. 


FEATURES 
% MARGIN GUIDE FOR UNIFORMITY OF INDEXING ALIGNMENT 
@ WHITE BACKGROUND FOR MAXIMUM LEGIBILITY features the same high quality advantages 
# ROUNDED CORNERS TO PROVIDE EASY SEPARATION as other pens in the Sure-Rite line. Pens 
© TYPEWRITER SPACED FOR 1, 2, OR 3 LINE HEADING withour | have rigid rather than flexible barrels; 
TYPEWRITER ADJUSTMENT exposed, stylus type points; full length 
supply of brilliant, free-flowing, instant- 
dry ink; and engineered, non-skip glide- 
points. All writing points are extra fine, 
® PRACTICAL LABEL WIDTH 3/4” FOR 1/3, 2/5, OR 1/2 CUT FILE TABS) ideal for figure work of all kinds. Pen 
See your stationer or write us, on barrels are in two colors to match inks. 
your office letterhead, for a free Each pen comes equipped with a pocket 
sample of this new folder label. clip and two protective ink-guard caps. 
The Sure-Rite Bookkeeper’s Duo will be 
marketed in convenient one-dozen or four- 
ot a 35, | | dozen packs. For More Information Cir- 
a OS ‘ ‘cle No. 115. 


For More Inf 
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@ COLOR BAR ACROSS TOP PROVIDES DISTINCTIVE COLOR 
CLASSIFICATIONS 








WHO_NEEDS ACCOUNTING MACHINE? 
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If your business posts 200 statements a month, you do. And now Monroe offers you an accounting 
machine—the President—priced especially for the small businessman. Accounts receivable, 
accounts payable, payroll—three of the biggest accounting jobs and this one machine handles 
them all. A simple twist of the control knob changes from one operation to another ... you 
can be sure of error-free posting and neat printed statements ...and the President's speed 
saves you time—and money. Yet the cost for such big business performance is hundreds of 
dollars less than other accounting machines in its class. The President actually establishes 
a new ratio between what you pay and what you get. 

It’s not always easy to find the day when a small busi- 

ness really comes of age, but one measurement is its e 
accounting methods. The day you buy a Monroe ac- 2 


counting machine is the day you buy prestige account- MO N R O E 
ing—the day you know you're running your business 
efficiently .. . economically . . . like a big business. / 


Call your Man from Monroe today to see the President 


in operation. Models start at $750. : Mecusilll x for CALCULATING 
ADDING « ACCOUNTING 
DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J 
g pany v p 9 


A DIVISION OF LITTON INDUSTRIES 


For More Information Circle No, 239 
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TELL YOUR STORY 
5 WAYS... 


© Flip Chart Presentations ©¢ Card Chart Speeches 
@ Flannelboard Demonstrations 


Easel, used as chalkboard 
—folds in a jiffy. Light- 
weight, easily carried 
in case. . 





Hinged clamp 
holds pad for 
effective pad and 
crayon 
presentation. 





ARLINGTON 5-WAY 4250 
PRESENTATION EASEL ...-~.,.. 


Complete with hinged clamp chalkboard, chalk, 
eraser. 

Four paper pads 

Flannelboard accessory 

Carrying case 


ARLINGTON 
ALUMINUM COMPANY 
19007 W. Davison. ¢ Detroit 23, Michigan 
For More Information Circle No. 293 
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STORAGE FILE 


Bankers Box Co., 2607 North 25th 
Ave., Franklin Park, Ill., maker of record 


| storage products since 1918, introduces the 


© Paper Pad Presentations © Blackboard Chalktalks | : j 
| velopment program to attain quick, easy 


Liberty 400, the result of a two-year de- 


reference to stored material. A spring lock 
provides tension tight closure of the top 


| lid to seal the records securely from dust 


and dirt. The file has a sturdy, convenient 
pull handle, automatic locking bottom, 
and a wide clean area for quick indexing 
and identification of stored material. It 
is now in production in both letter and 
legal size in full 24” capacity. Of one 
piece construction, the 400 is packaged 
flat in cartons of 12 and two. The latter 
is designed for the dealer’s benefit, to 
eliminate broken cartons. For More In- 
formation Circle No. 152. 


SORTER 


Amberg File & Index Co., 1637 Duane 
Blvd., Kankakee, IIl., announces that a 
patent was issued on March 10 to Gilbert 
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Why own just a 
microfilm reader? 


Now have both reader 
and printer in a 


PICK the document yau want 
to copy. Just dial-it-in on 
the big, bright 


PUSH the button. seconds 


later you get an 
enlargement, automatically. 


error-tree 


With a reader alone your microfilm 
system works at only half efficiency. 
Yet, for little more cost, you can com- 
bine a superior reader with an auto- 
matic printer! With the ‘“Thermo- 
Fax’”’ Microfilm Reader-Printer you 
make an error-free copy of any micro- 


single machine! 





filmed document in seconds ... 
whether you file on reels, cards or 
jackets, on 35 or 16mm film. All 
copies are on sturdy, work-size paper! 
For full facts about the ‘“Thermo- 
Fax’’ Microfilm Reader-Printer send 
the coupon. 


seeeceeees Vfinmesota Affinine ann \fanuracturine company -- 


Name 


; < +++ WHERE RESEARCH IS THE KEY TO TOMORROW 


MINNESOTA MINING AND MANUFACTURING COMPANY 
Dept. RP-49, St. Paul 6, Minnesota 





THE TERM “THERMO-FAX" ISA 


Address 





REGISTERED TRADEMARK OF 
MINNESOTA MINING AND 
MANUFACTURING COMPANY 


City 


Zone RE eee 





eeeeeeeeeeeee 


eevee eeeeeeeeeeeeeeeeeeeeeeeeeeesreeeeeeeeeeeeeeeeeee 


eeeeeeeeeeeeee 
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W. Amberg covering the Sort-All which 
efficiently separates and classifies checks, 
sales slips, time cards, letters, and ledger 
sheets alphabetically, numerically or by 
days of the week and month. It sorts pa- 
pers of any kind up to 10” wide and retails 
at $4.50. Each Sort-All is packed in a 
linen finish box; six boxes to a carton. 
For More Information Circle No. 133. 


FOLDING MACHINE 


Print-O-Matic Co., Inc., 724 W. Wash- 
ington Blvd., Chicago 6, Ill., announces 
the fully automatic Heavy-Duty Fold-O- 
Matic Folding Machine for large volume 
mailings in offices, lettershops, small print- 
ers, banks and other commercial institu- 
tions. This Fold-O-Matic may act as an 
auxiliary unit to larger more costly models. 
Called the FH-S5HD, the compact unit has 
sturdy all-steel construction and powerful 
heavy-duty AC-DC motor. It will deliver 
up to 120 folded sheets or sets per minute 
in any of eight popular folds. Easily ad- 
justed to match the width of the folded 


Increase Efficiency, 
Reduce Costs — Sold 
only through our Dealers. 


piece, feed wheels effectively engage each 
piece, and keep folded sheets perfectly 
aligned and moving continuously along the 
conveyor into the self-stacking tray. Be- 
cause tray is curved downward, it holds a 
large stack and requires fewer pick-ups. 


“Ae 


ES 


The Heavy-Duty Fold-O-Matic handles 
sheets from 4” x 4” to 9” x 14”, singly 
or in stapled sets up to six sheets. Its 
sturdy steel housing is attractively finished 
in gray-green baked wrinkle finish. All 
moving parts are hardened steel, with 
either self-lubricating Oilite or ball bear- 


DEALERS: Liberal Discounts — Delivery 


you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 











= INTERNATIONAL BUSINESS FORMS ay 
cwncoevreqRmats& O 


1600 £. 26TH STREET e 


LITTLE ROCK, ARKANSAS 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St., Little Rock, Arkansas 











AUNDERS 


MG. CO., Inc. 


MANUFACTURERS OF DURALUMINUM 


HOLDERS 


FOR HANDWRITTEN 
BUSINESS FORMS 








LIGHTWEIGHT 


P. O. Box 243, Winthrop, Maine 
WEATHERPROOF 


SEND FOR 
NEW CATALOG 
NOW 
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For accuracy... efficiency .°. . and effortless operation’. . . you can 
always count on an R. C. Allen-adding machine. 

This has been proven in practice in thousands of business offices 
over the past 20 years. Whatever your adding machine needs may be, 
rolal-We) mune) a-Me) Mi eam CMM. \ 1-10 Me-We-ae Mu galotol-ii-Mmar-lalel-volsal-)h’ar-lalemavl:4-4-16 | ollie 
will fit those needs. Remember: If it's an R. C. Allen... . you can count 
on it... in 10-key and full keyboard, manual or electric models. 


Let an expert help answer your needs. Call your local R. C. Allen dealer 
today for a demonstration that will add to office efficiency. 4 


R.C.Allen Business Machines, Inc. 


668 FRONT AVE.. N. W., GRAND RAPIDS, MICH. 


YELLOW | 
PAGES 


Adding Machines. « Bookkeeping Machines e Cash Registers. ¢ Typewriters « 
Safes and Files e¢ Carbon Paper and Ribbons ¢ Precision Aircraft Instruments <& 


For More Information Circle No. 399 
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Eliminate 
Plate Storage 
Problems! | 


FILE-O-MATIC Cabinets make 
plate storing and plate finding 
a breeze! Specially designed 
cabinets are fitted with cross-bars 
and anodized hangers, from which 
plates and films are hung vertically 
— dust-free and distortion-free! 
Special filing cards attached to 
tops of plates and films do double- 
duty as hanger attachments and 
complete records. Cabinets inter- 
lock vertically; can be tailored, 
space wise, to your particular shop 
or office needs. For further de- 
tails, write for Bulletin 700-0 TO- 
DAY! 


<QP> company, i inc. 
824 S. Western Ave. 
Chicago 12, lilinois 


EASTERN SALES AND SERVICE: 
215 Fourth Avenue, New York, N. Y. 


REO BE, ES 
For More Information Circle No. 321 
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ings. The high powered motor and new 
feed mechanism eliminate gears. Only 32” 
x 14” when fully set up, it requires little 
space. A portable work and jogging table 
is standard equipment. Snap-in, snap-out 
conveyor and stacking tray permits com- 
pact storage in space only 18” x 14”. List 
price is $299 complete. For More Infor- 
mation Circle No. 110. 


LARGE MICROFILM READER 


Filmsort Co., Pearl River, N. Y., makes 
the Designer 184 with a screen size slight- 
ly larger than 18” x 24” and an optical 
system that covers the entire microfilm 
frame within the Filmsort Military D 
aperture. With a nominal magnification of 
15x, the Designer enlarges A, B and C 
drawing sizes, filmed at 16x reduction, to 
almost full size. Larger drawings, filmed 
at 30x reduction, are enlarged to half size. 
For economical operation in engineering 
departments, the Designer 184 is virtually 
maintenance-free. It has no glass flats to 
become dirty. Card and film are held in 





BEVCO-Tubular Steel Costumers 
New "Row of Hooks” 2'-6' lengths 
New Super-Deluxe Hangers 


Single Shelf 36°' $9.95 


mn like gleaming Chrome or Lacquer finishes, New 

Row of Hooks’’ attach on standard 16” ompes. Use 
individually or as an accessory to BEVCO Wall Racks 
as illustrated, $1.25 per foot. RM, tubular 
steel Hangers in Chrome or never tarnish Brass color. 


Immediate Delivery 


| Cae... 


For More Information Circle No. 322 
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plane by a plastic holder designed spe- 
cifically for punched and 3” x 5” cards. 
The holder can be rotated 90°-180° and 
has a card stop for Military D location. 
A double electrical switch system extends 
lamp life, cutting maintenance and oper- 
ating costs. An on-off switch sends 15 
volts into the 300-watt bulb filament to 
keep it constantly warm. Insertion of aper- 
ture card into the holder trips a second 
switch for full voltage. Thus, screen -re- 
mains dark until the card is inserted. For 


the Designer 184, Leitz, Ltd., Canada, de- 
veloped a 65mm, f4 lens to distribute 20 
to 25 footcandles throughout the screen, 
transmitting 242 times more light than a 
f6.3 lens. Engineered for comfort and ease 
of scanning, the Designer’s viewing screen 
is angled between 15° and 20°. Cabinet 
top extends over angled screen to shield 
extraneous light. A blower on top of the 
lamp exhausts heat and keeps film plane 
well under 110° when ambient tempera- 
ture is 70°F. To test its efficiency for en- 








1 








Checks 
banked 
earlier! 


























<= PITNEY-BOWES 
MAILOPENER 


“= Pitney-Bowes, INc. 
3450 Walnut Street, Stamford, Conn. 


++. Originator of the postage meter... 
offices in 121 cities in U.S. and Canada, 


e Checks can be deposited earlier 
when your morning mail is opened by 
a MailOpener. Prompt distribution of 
the mail speeds work, saves time in 
any office. 

@ The MailOpener is quick, neat, safe, 
efficient—snips a hairline edge off the 
envelope without touching the contents. 
Works as fast as you feed it. Can be 
used by anybody. Handles envelopes 
of any size, weight or stock. Three 
models to choose from, hand or electric. 
@ You can get a trial demonstration of 
the MailOpener in 
calling any Pitney-Bowes office — no 
obligation. Or write for free illustrated 


booklet. 


FREE: Send for handy desk or wall chart 
of new postal rates, with parcel post 
map and zone finder. 


your office by 
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Duplicard 
DOES ALL YOUR ADDRESSING 
Faster and at Lower Cost! 











Model E-22 Automatic Electric Duplicard prints 
addresses in any position eon mailing pieces up to 
114%" wide from 3x5” file-card masters or from tabu- 
lating cards. 


A stomtic rotary spirit Duplicard 
machines do every addressing job 
— postcards, envelopes, statements, cir- 
culars, catalogs, newspapers or maga- 
zines. Hand and electric models feed 
and address at high speed. No metal 
plates required. Address directly from 
3” x 5” Duplicard file cards, or larger 
ledger cards. Six years or more of nor- 
mal addressing service from a single 
filemaster card costing little more than 
1¢. Duplicard models are priced from 
$139 to $1485. 
Write today for 
new illustrated catalog 


showing all 
Duplicard machines. 


DUPLICARD 
ADDRESSING MACHINES COMPANY 
1010 E. Chestnut St.; Santa Ana, Calif. 

For More Information Circle No. 290 
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gineering drawings, Filmsort Co. designed 
a test chart with corner and center line 
patterns of 1/16” thickness and 1/16” 
spacings and lines of 1/32” thickness and 
1/32” spacings. To pass inspection, each 


unit must resolve the center and corner 
line patterns reduced 30x on microfilm. 
This inspection chart is included with each 
reader. The Designer 184 is priced at 
$735. An accessory reader stand is $85. 
For More Information Circle No. 125. 


DAILY RECORD BOOK 


Day-Timers, Allentown, Pa., makes the 
Day-Timer loose leaf record book which 
provides space for recording appointments 
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Photo: Teletype unit, Clork Purchasing Dept 


Teletype speeds purchasing processes 
for Clark Equipment Company 


Clark Equipment Company, manufac- 
turers of materials handling, construc- 
tion and heavy-duty automotive equip- 
ment, has mechanized almost every 
step in the purchasing cycle. 

How it works. Standard or fixed infor- 
mation—such as part number, speci- 
fications, etc., on thousands of items, 
along with vendor’s name, code num- 
bers, address, shipping and billing in- 
formation—is permanently stored in 
punched tape. When a purchase is to 
be made, most of the work is done by 
this tape and Teletype equipment. 
Saves buyer’s time. Buyer needs onl 
to provide variable information—suc 
as order number, quantity, delivery 
date, etc. No time is needed to look u 
fixed information . . . the tape has it all. 
Saves clerical time. Teletype operator 
yee only the variable information... 
the tape does the rest. Entire order is 
written in a fraction of the usual time. 


And simultaneously, new tapes record- 
ing this transaction are prepared auto- 
matically in the receiving department 
...and the tabulating department... 
to be used to expedite a receiving report 
and to prepare business machine cards 
for the open purchase order file. Also 
simultaneously—the sending Teletype 
machine produces five copies of the 
order on printed forms for distribution 
to the vendor and to the accounting, 
production control and purchasing de- 
partments. 


More information. Write to Teletype 
Corporation, Dept. 32 D, 4100 Fuller- 
ton Ave., Chicago 39, IIl. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company me 


For More Information Circle No. 275 
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the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 
obtain carbon copies! 





ONE-WAY 
SPEED 
| MESSAGE 
2-part 
TWO-WAY 


intenbiiehisied 

TIME and EXPENSE-SAVING 

substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 





STOCK 
FORMS 


Invoices 
Purchase 
Orders 
Bills of 
lading 


Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only 
$4.501 Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 
e 


FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
480 CANAL STREET * NEW YORK 13,N.Y 
WOrth 6-1454 


For More Information Circle Ne. 298 
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or other activities throughout the day. 
There are two pages for each date: one 
with timed spaces for appointments and 
scheduled events, the other for listing 
services performed. Filler pages for a year 
are $7.50, six-month binder is $3, full year 
binder is $3.95. For illustrated literature 
showing sample pages and suggested ap- 
plications, Circle No. 138. 


ADDRESSING MACHINE 


Master Addresser Co., 6500-0 W. Lake 
St., Minneapolis 26, Minn., announces that 
quick moving guides for faster margin 
adjustment and better printing registration 
have been incorporated in its new Model 
60 desk model spirit addresser. Engineered 
to make high quality reproductions at low 
cost, this feature permits the operator to 
adjust the margins quickly to permit sim- 
ple changing of the sheet size to be im- 
printed. Top line may be registered on 


top margin of sheet, or bottom line can 
be registered up to 5%” from top of sheet. 
Lateral adjustment is unlimited and any 
size sheet may be imprinted. Scale cali- 
brated in typewriter lines is printed on 
rubber bed plate for easy alignment and 
setting of margin guides. The Model 60, 
according to the manufacturer, can be 
adapted to almost any repetitive writing 
job. It prints with spirit fluid from adhe- 
sive-backed paper masters prepared on any 
typewriter. Masters may be used sepa- 
rately or pressed onto existing records, 
such as ledger cards, and used month after 
month to address statements, notices, bills 
of lading, direct mail, etc., thus combining 
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Mis —— eee 
This is the new DUAL-A-MATIC. One of 
many Davidson Dual-Liths designed to fit 
individual reproduction needs exactly. 

DUAL-A-MATIC introduces new ease 
of operation into high speed, short run 
offset reproduction. Just press a button 
and let DUAL-A-MATIC reproduce your 
forms, engineering drawings, reports 
and promotional material with wonder- 
ful savings in time and money. Solidly 
built, too ... to last several lifetimes of 
lesser equipment. 

All ten Dual-Lith models open doors 
to increased efficiency, better looking 
company communications. Write today 
for the name of your Davidson distribu- 


TO THE SOLUTION 
OF COMPLEX PAPER WORK 


pd wy, — aA 
Re On 


- ‘Divide 
DUAL-A-MATIC 











“A 
7N 


——_— 


ee ee ee ee ee 


mie 


ENGINEERING 








——— 


' 
| COMPANY COMMUNICATIONS PROBLEMS \ 
\ 





tor... and a persuasive booklet! Davip- 
SON CORPORATION, subsidiary of Mergen- 
thaler Linotype Company, 29 Ryerson 
Street, Brooklyn 5, N. Y. 


| (Send DUAL-A-MATIC booklet 
| Name 





| Firm 








| Street 

| City _____ Zone State 

bee ceeee cee cee Sees aoe came mes ames ams ames am 
OM 4-59 
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a printing medium and record file in one. 
Prints are made instantly by a stroke of 
the handle. The Model 60 weighs 7% 
Ibs., occupies 7” x 13” deskspace and has 
a baked enamel finish with rubber covered 
base to prevent scratching. For More In- 
formation Circle No. 147. 


FIRE EXTINGUISHER 
Fyr-Fyter Co., 221 Crane St., Dayton 1, 
Ohio, announces a low-cost 2'2-lb. Pres- 
surized Dry Chemical multi-purpose fire 
extinguisher, marketed in two Safety Twin 
Completely port- 

able! Place it any- 

where. Move it 

from desk to desk. 

All metal construc- 

tion. Stronger cutters 

sharper points. 


# 
BOSTON 


models. Styled exactly alike and patterned 
after widely used larger (5 to 30-lb. capa- 
city) industrial dry chemical extinguishers, 
one is finished in chrome plate; the other 
is finished in vermillion. In most areas of 
the U.S., either extinguisher will retail for 
less than $25. Completely safe and easy 
to use, and approved by Factory Mutual 
and Underwriters’ Laboratories (4-B, C 
rating). Lightweight and compact, the 
extinguisher can be used with ease and 
effectiveness by male and female em- 
ployees. No inverting or pumping is 
— —__—, necessary. Pressure 

gauge in front of 

the grip fit handle 

permits quick and 

frequent visual 

inspection of ex- 


Available in 


Green, Blue, Sandtone, Gray. 


Order today from 


cal stationer. 
C. Howard Hunt Pen ( 


e Camde 


ON 





your lo- 


E 
BOSTON 








tinguisher’s opera- 
tional readiness. 
After use, the ex- 
tinguisher can be 
inexpensively re- 
filled and repres- 
surized. For litera- 
ture containing 
complete informa- 
tion, Circle No. 
161. 


For More Information Circle No. 302 
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A Boom to Stock Forms Users 


Columbia Offset & Hectograph Continuous 
Forms in Stock Sizes, Plain or Pre-printed 


Offset and hectograph continuous 
forms produced in stock sizes, plain 
or pre-printed, hailed as industry 
firsts which will bring sweeping 
benefits to all users of duplicating 
equipment, were announced by 
Columbia Ribbon & Carbon Manu- 
facturing Co., Inc., here today. 

Faster ordering, streamlined in- 
ventorying, ease of preparation by 
tabulator and typewriter, flexibility 
of use and savings in time and labor 
costs are among the sought-after 
benefits duplicating departments will 
receive. 

The offset continuous forms — 
branded “Colitho” — are available 
in the following stock sizes: 812” x 
12”, 12” x 844”, 14%” x 8%” 
14%” x 10” and 10” x 15”. The 
hectograph forms — branded “Col- 
umbia” — are stocked in these di- 
mensions: 9%” x 11”, 14%” x 
812” and 14%” x 11”. 

Orders will be filled within 24 
hours of receipt for plain forms in 
any quantity up to 10,000. Rapid 
order filling also cuts down the ne- 
cessity of the customer carrying a 
large inventory. Pre-printed forms 
will be shipped promptly. Accord- 
ing to a Columbia spokesman, the 
modest charge for pre-printing will 


Advertisement 


be more than offset by the resultant 
reduction in duplicating costs. 

The forms are sprocket punched 
for tabulator use. And they open up 
a wide field of typewriter applica- 
tions as they do not have to be con- 
tinually re-aligned during prepara- 
tion — even though a sprocket-feed 
attachment is not required. 

The new continuous forms actu- 
ally are faster and easier to prepare 
than cut forms. The continuous 
form is inserted in the typewriter 
only once. Employing cut forms, 
the operator has to insert and re- 
move each form individually. 

The two types of continuous 
forms bring new flexibility of use to 
duplicating. In many cases in which 
a company employs both offset and 
hectograph, the forms may be used 
in combination to utilize the exist- 
ing equipment. 

Columbia’s extensive national 
network of sales representatives is 
available for demonstration of the 
new continuous forms. Further in- 
formation may be had by consulting 
the yellow pages or writing to Col- 
umbia Ribbon & Carbon Mfg. Co., 
Inc., 964 Herb Hill Road, Glen 
Cove, N. Y. or Columbia Ribbon & 
Carbon Pacific, Inc., Duarte, Calif. 


For More Information Circle No. 248 
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ATT: MULTILITH OPERATORS 
TRY IT — FREE! 


Tell us the name of 
your press—we'll send 
a FREE SAMPLE of the 


TWO-SIDED 
CLEAN-UP 
SHEET 
with added wet winen 


which gives you CLEAN 
INK ROLLERS — 


QUICKLY—EASILY—ON THE PRESS! 


I's onnepy Nat 


You'll cut wash-up time, get longer roller life. 
For Multilith 1250 (slotted and pin bar), 
ATF-15, A. B. Dick 350, Davidson Duplicators. 


DIRECT IMAGE 
Aluminum Plate & Supply Co. 
5829 E. Beverly Bivd., Los Angeles 22, California 
Ask about the new, improved ‘'DUO-LIFE” 
DOUBLE-WEIGHT MOLLETON COVERS, tool 


For More Information Circle No. 306 














© LEDGER SHEETS 








Pen ruled and printed both 


sides. Single & Double Page 
Catalog Forms. Numbered lines. 


& © COLUMNAR PADS 


Price 
List. 


Write 
Today! 


iE 





On #16 Buff Sulphite. Also 
available for ring ioe ody 











21 BROWN STREET, DAYTON 2, OHIO 





| wearing, 





(Ee E NATIONAL MANIFOLDING CO. 








= — 
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ADDRESSPLATE SORTER 


Addressing Machine Co. of Calif., 667 
Mission St., San Francisco 5, makes the 


| Quik-Sorter for faster and easier manual 
| sorting of Speedaumat addressplates: al- 


phabetically, numerically, geographically 
or in any way desired. Partitions are re- 
movable, and can be indexed and set up 


for any particular sorting job of up to 
64 categories. Since one person can con- 
veniently use three Quik-Sorters simul- 
taneously, 192 different categories can be 
sorted. The Quik-Sorter comes complete 
with stand, special trays, partitions, printed 
alphabetic and blank index cards, and a 
Magic Marker. For illustrated literature 
and prices, Circle No. 135. 


CUTTING BOARDS 


Photo Materials Co., 2100 W. Fulton 
St., Chicago 12, Ill., reports that pastel 
green, for easy visibility, is one of the 
new features of the 1959 line of Premier 
cutting boards. The green color in long 
smooth lacquer, provides high 
contrast to the sharp mill-cut lines in %” 
squares on the entire base, for maximum 
visibility and ease of alignment. Another 
feature, for maximum safety, is the guard 
which prevents placing the finger or hand 
under the cutting edge of the blade. A 


| newly designed, heavy duty, positive act- 
| ing safety spring prevents the blade from 
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p= T-F-h 
even 
an abacus 
for 
low cost 
figuring: — 
the 
10-key 


SOmptograph 





listing 


adding machine 


i omptometer < Brporation feerrn PCS eae 


1724 N. Paulina Street, Chicago 22, Illinois /ro serrer BUSINESS 


Gentlemen, We don’t use the abacus in 
our office. I’m more interested in how your 
machine compares with other 10-key listers. 

Is it true that the Comptograph costs less 
—yet adds, subtracts and multiplies up to 
30% faster ... with single, double-register, 
and wide carriage models to fit all needs? 


If so, send the information to: 
Name... 

a 

Address 

City. SS 


For More Information Circle No. 278 
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NEBRASKA | 
SALESBOOK CO. 


NOMA — 
“A SNAP to cut paper-work 


with 


fai) Od ol i 
SNAP-A-PART FORMS” 


. . » one-time carbon unit sets; 
a clean snap every time! 
. available also in "NCR" 


sets—no carbon required. 


ALSO COMPLETE LINE OF 


Salesbooks 
Manifold order books 


SUPERIOR SERVICE 
AND QUALITY 


General offices and factory at 
Lincoin, Nebraska 
DIVISION OFFICES: Denver, Des Moines, Chicago, 
Minneapolis, Kansas City, Wichita, Little Rock, 
Memphis, Phoenix, Albuquerque, Montgomery, 
Omaha, Miami, New York City, Los Angeles 


For More Information Circle No. 289 
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falling accidently. A Premier device for 
hairline accuracy is the improved slide 
guide, providing exact sizing on repetitive 
cutting. Even though the blade of hard- 
ened tool steel will cut sharply and accu- 


rately for years of use, it can be easily 
removed for sharpening. Heavy plating 
on all bright parts for smooth operation 
and long wear. For More Information 
Circle No. 114. 


FOLDING TRIPOD EASEL 


Arlington Aluminum Co., 19007 W. 
Davison, Detroit 23, Mich., makes the 
Model 121 folding aluminum tripod easel 
to hold display frame, cards, charts or a 
blackboard. Folding feature gives easel 


additional portability. Legs fold against 
spring tension in the head and then may be 
tied for closet storage; or easily carried 
over the shoulder. When untied, legs snap 
into position, ready for use. Decorative 
polished aluminum head conceals spring 
and tube ends. Top of head is threaded 
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Everywhere you go... 





Your “Office” is right at your fingertips with New 


“Yulbide DESK-FOLIO 


LOOKS like leather FEELS like leather OUTWEARS leather 5 to 1 
UNCONDITIONALLY Guaranteed 5 Years! 
NOW! No lost executive-time on trains or planes. This ingenious new, compact 
“Desk-Folio” opens out flat or folds back as a writing desk. Complete with 6 pockets, 
4 expanding and 2 for papers, memos, pamphlets, pen-and-pencil holder. Size: 15”x10” 
in tan or brown TUFIDE. See Stebco’s ingenious new ‘Desk-Folio” at leading office 
supply, luggage and department stores. 


r 
Send for free STEIN BROS. MFG. CO., 
Full Color 1401 Jackson Bivd., Chicago 7, Ill. 
Please send FREE full color '59 Catalog of complete line of 


1959 Catalog TUFIDE Business and Executive Cases. 
Your Name__ 
=t i: Company Name Ss 
©€ co Company Address ata 
SINCE 1918 _.___Zone__State___ 


For More Information Circle No. 263 





(10-32 screw) for attaching flanged sign or 
emblem. Priced at $7.50, the Model 121 is 
carried in stock for immediate delivery. 
Legs are %” diameter polished aluminum 
tubing .050” thick. Studs are located in two 
positions for either horizontal or vertical 
display. The easel is 68” high and ships as 
one piece assembly. Weight 412 Ibs. For 
More Information Circle No. 164. 


ELECTRIC NUMBERING MACHINE 


Pryor Marking Products, 434 S. Wa- 
bash Ave., Chicago 5, Ill., announces the 
Powermark Electric Numbering Machine 
for efficient numbering of multiple car- 
bon snap-out forms, one to 12 carbon 
interleaved forms, terminal digit number- 
ing on vouchers, filing systems or insur- 
ance forms. The machine is self-compen- 
sating for varied thickness of papers or 
forms and will number, date or code 
forms as fast as they can be fed. It will 
number consecutive, duplicate or repeat. 
All steel figure or letter wheels are en- 
graved 3/16” high for heavy duty work. 
Machine is available in six to ten wheel 


capacity. The platform microswitch pro- 
vides for simple work alignment, or a foot 
control can be substituted. The Power- 
mark will save 50%. of imprinting time 


over hand models. Unit weighs only 10 
Ibs. yet is constructed for heavy continu- 
ous use. For More Information Circle No. | 
127. 


FREE! —New 1959 Reference Guide 


on comprehensive Cesco binder line for filing 
all your marginal punched continuous forms 








Just off the press, here is a complete reference guide on 
various types of binders available for filing marginal 
punched continuous forms. 


Learn the advantages of nylon flexible post binders for 
bursted and unbursted forms . . . compare the features 
of binders with metal posts, prongs and rings .. . see 
how your filing can be simplified, your reference work 
speeded . . . and what binders are best for your specific 
needs. 


marginal 
punched § 
/ continuous 

forms 





don't delay ... write today for your 
free copy... ask for Cesco catalog "L" 





C. E. SHEPPARD CO. Cm 
44-03 21st St., Long Island City 1, New York Runs” 1900 
For More Information Circle No. 340 
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ORIGINATORS OF THE SPIRIT PROCESS 


As dependable and personal as your portable typewriter— 

and just as easy to carry—the Piccolo combines the best fea- 

tures of larger, more expensive spirit duplicators at a price 

even small businesses can afford. Check these advantages: 
* @ Unusually brilliant copies © Uses any spirit carbon or fluid 

© Rugged construction ©@ Copy size to 9” x 13” 


© Nothing to get out of order © One turn of handle per copy 
© Up to 5 colors at one time 





Write us for dealer nearest you. ie 
DEALERS: Available in almost $7 500 
every city in the U.S. on ir at el 


a non-exclusive basis. plus federal excise tax 


Optional addressing device $6.50 





COPY-CRAFT inc. 
Dept. 49, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


CARBON PAPER AND RIBBONS * OUPLICATING, PHOTOCOPYING AND 6YSTEMS MACHINES ANO SuPPLIES 


For More Information Circle No. 332 
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: 


“IT 
OPENED 
MY 

EYES!”, 


“The Truth About 


m Office Copying Machines” 


tells you how to get perfect copies at lowest cost. All the advan- 
tages and disadvantages of all types of machines on the market, 
comparative cost of copies, speed, ease of operation, copy quality 
and range. Every businessman should read it before buying. FREE! 


COPEASE CORPORATION 425 Park Ave., New York 22, N.Y. Box 0-4 


DISTRIBUTORS IN PRINCIPAL 
CITIES. REGIONAL OFFICES: 


New York, 425 Park Ave. 
PLaza 3-6692 


Chicago, 228 N. LaSalle St. 
STate 2-1383 


Los Angeles, 3671 W. Sixth St. 
DUnkirk 5-288) 





Gentlemen: I would like to have a 3-day FREE TRIAL of 
Copease in my office—without obligation.t_____J ] 


Please send me a FREE copy of “THE TRUTH ABOUT 
OFFICE COPYING MACHINES” 





Name 





Address 








For More Information Circle No. 229 
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DATA PROCESSING FILES 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has published an 80- 
page catalog of auxiliary equipment for 
data processing departments. The catalog, 
illustrated with 227 photographs, is or- 
ganized for easy reference into separate 
sections for card filing, card handling, 
control panel storage, and tape handling 
equipment. The Tab line, one of the most 
complete in the machine accounting 


{ 
5 a 
| ir 


pata 
PROCESSING 
PURILIARY 
saulrmenrt 


auxiliary equipment field, has been broad- 
ened to meet today’s expanding needs in 
data processing. The catalog offers a com- 
pletely integrated line of card file cabinets 
in 24 models with all drawers interchange- 
able, even when operating requirements 
combine standard, desk and counter height 
files and both full and % drawer suspen- 
sion models. Card file cabinets have cast 
aluminum drawer fronts. A_ full-sized 
punched card slips into the drawer head 
for convenient, positive indexing. The new 
‘drawer front increases drawer capacity. 
For magnetic tape handling, Tab has added 
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tape racks in two, four and six rack heights 
for storing from 40 to 120 reels of tape. 
Models can be ordered to accommodate 
varied reel sizes, dependent upon the type 
of computer used. For vertical filing of 
cards, Tab introduces a completely re- 
versible Tabtray for use on sorter racks, 
in storage and transit, with positive card 
indexing at either end. Handling is simpli- 
fied by a follower block which can be re- 
moved at any point in the tray. The cata- 
log lists 60 models of open reference tub 
files which feature card visibility and ac- 
cessibility at a level above the tub and ac- 
cept both horizontal and vertical trays. 
Tab prices each component part separately 
for maximum flexibility. Files can be made 
up to fit explicit needs and space require- 
ments. For More Information Circle No. 
170. 


FORMS HOLDERS 


Saunders Mfg. Co., Box 243, Winthrop, 
Me., offers forms distributors and dealers 
a new 12-page catalog of their complete 
ine of aluminum alloy forms holders for 
bound or loose forms that are carried and 
written by hand. Saunders’ snap-out hold- 
ers serve as small portable desks with a 
writing plate to insure clear copies, storage 
space for written copies and protection 
for unused forms. There are also counter 
trays and other styles for desk and counter 
use. Besides the stock models, special 
sizes are made to order. Despite the high 
quality materials and workmanship in 
their product, Saunders reduced its prices 
in 1953 and has not raised them since 
because more efficient manufacturing 
methods have offset higher materials costs. 
Saunders’ forms holders are ruggedly 
made of an alloy which gives better pro- 
tection from perspiration and salt water. 
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CUT CLERICAL COSTS 


ooo WITH 


SORTKWIK 


The non-allergenic fingertip preparation 
Eliminates irritating rubber fingers... 
messy, unsanitary sponges 

Easy to use —just apply to fingertips 
for greaseless, stainless, tacky film. 
Pick up papers easily, quickly. 

Non-drying—contains no drying 
alcohol. 


Non-allergenic— Recommended by 
dermatologists. 


Long-lasting — attracts moisture to 
fingers, making one application long 
lasting. 


Widely used— Thousands of businesses 
speed up sorting, counting, filing, 
posting with SORTKWIK. 


Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each. 
== MAIL COUPON FOR TRIAL OFFER ~~“ 


LEE PRODUCTS COMPANY 
Dept. O-4, 2736 Lyndale Ave. So. 
Minneapolis 8, Minnesota 


a 
| 
! 
! 
Enclosed is $1.00 for two regular size con- 
i tainers of SORTKWIK for trial. 

| 

| 

| 

i 


Name 





Company 
Address 


City 
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Careful attention is given every detail. 
All edges and corners are smooth, piano 
hinge axles cannot come out, and opening 
bar clips won’t break fingernails. Forms 
dealers can obtain the catalog by writing 
above address or Circle No. 414, 


RECORDS RETENTION 
Record Files, Inc., Wooster, Ohio, offers 


la helpful 20-page illustrated booklet titled 
| “Poor Herb,” which tells how to prepare 


a records retention schedule and plan a 
records storage department. There is a 


G recono FILES INC. 
WOOSTER, OHIO 


comparison of the four most generally 
used methods of records storage as well 
as a chapter on how to figure costs and 
“show a profit” with your system. It tells 
how to survey existing records and what 
to destroy. Forms control is briefly 


| treated. This booklet is handy for refer- 


ence. For a free copy, Circle No. 140. 


OFFICE LAYOUT HINTS 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Avenue., New York 
10, N. Y., offers a handy template card 
containing the “Do’s and Don'ts of Office 
Planning”. The card gives suggested square 
footage for private, sectional and general 
offices of personnel at all levels. It includes 
helpful tips like: “Don’t, as a general rule, 
arrange desks so people are facing each 
other,” and “Don’t locate desks too near 
heat sources or in the line of drafts.” Five 
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as 
of 
this 

moment... 





Steps 

ahead = 
of every 
other 


continuous 
tab card! 














BIG CLAIM? YOU TELL US! 


FORMSCARD is the only continuous tab card made without medial waste strips between cards. FORMSCARD 
is the only continuous tab card you can separate, after writing at high speed on any tabulating machine, 
on any bursting machine or by hand. FORMSCARD can be printed front and back, and in colors, and num- 
bered. FORMSCARD is already being used by many of the world’s biggest businesses .. . even as part 


of a multiple forms set, depending upon the amount of carbon copies required. AND! Pre-punched 
FORMSCARDS will be coming your way within 90 days! Don’t you agree — FORMSCARD is worth looking 
into? Call or write today! FORMSCARD . . . proud and exclusive product of 


Manufacturers of line-hole continuous business forms. Forms ine 


WILLOW GROVE, PA. Phone: Livingston 8-6300 
Sales representatives in principal cities. 


For More Information Circle No. 219 





recommended desk and office arrangements 
are shown. For the template card, Circle 
No. 169. 


BINDER COVERS 

National Blank Book Co., Holyoke, 
Mass., offers a full-color folder No. 313, 
showing National binder covers with 3-D 
applique lettering and trade marks. Cov- 
ers are available in a wide assortment of 
colors in hard wearing virgin plastic with 
colorful silk screening or stamping in up 
to four colors. Also available are stock 
binders in colored plastic for 84%” x 11” 
sheets. For the folder, Circle No. 143. 


LABELS, SEALS & TAGS 

Allen Hollander Co., 385 Gerard Ave., 
New York 51, N. Y., says, “The modest 
label possesses hidden talents as a power- 
ful sales persuader,” in “Ideas in Action,” 
a 48-page book showing hundreds of la- 
bels, seals and tags, reproduced in full 
color. Many are accompanied by case his- 
tories, pointing out the specific job which 


the label aims to do. For the most part, 
the labels are designed to help sell various 
products under self-service conditions. 
Some labels are intended primarily to in- 
crease shelf visibility, or highlight product 


telling 


meas 


features. Others answer buyers’ questions 
about package contents, how-to-use, war- 
ranties, guarantees, etc. The label com- 
pensates for the salesclerk who isn’t there, 
or doesn’t care, or does not know enough 





The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 


ADDRESSOGRAPH FRAMES! 


Slide frame over opening In table-top of Quik-Stripper. 
Plates and cards fall out, slide down chute into waste basket. Im- 
possible to get grime in hands or ruin fingernails. Work from back 
of frame. Fingers never touch inked plate. Pays for itself because 
of time saved. Models for all styles of frames. Trouble free. No 
service problems, Send for circular giving details and prices. 
Specify style of frame to be stripped or send sample. Write Ad- 
dressing Machine Co. of Calif., 667 Mission St., San Francisco 5, 
YUkon 2-2130. Quik-Strippers sold on 5-day approval. 


For More Information Circle No. 291 











FREE! Ra&oontants & Bookkeepers 
=r, supply catalog 


112 PAGE ILLUSTRATED CATALOG | KOCOUNTANTS 


NTANTS SUPPLY HOUSE 
518 Rockaway Ave. 
Valley Stream, L.I., N.Y. 


Gentiemen: Please rush FREE catalog. 


LISTS OVER 2000 ITEMS AT ROCK- 
BOTTOM PRICES! 
CUT YOUR OFFICE 

OVERREADT | “ to you at manu- 
facturers costs, items are come 
parable to nationally advertised 
chandise, You will agree, this is the 
most complete catal of accountants 
and bookkeepers supplies in the coun- 
try. Send for free copy today. 


Firm Name 
Address 


NO SALESMEN WILL CALL 


For More Information Circle No. 292 
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CONTACT PHOTOCOPY PRINTER-PROCESSOR 


Nothing compares with the smooth performance, | 

amazing speed and brilliant copywork of the new 

TrANscopy StTar Photocopier. 3-second exposures 1 0'V'ISION OF SPERRY RAND CORPORATION 
return originals to you in a flash! Finished prints ; Room 1405, 315 Fourth Ave., N.Y. 10 
come out crisp and clear black on white copies. | Please send me a free copy of folder 
Everything is reproduced with clarity .. . even | 2544 on the new Transcopy Stan and 
signatures, stamps and colors! And a single dial | T®4N8copy Mexcuny* Photocopiers. 


- , 4 : *Companion model for copying large size 
control assures professional perfection with every | aoGinpent. ee 


copy. Name & Title 
Write for free literature. Company 

as . sont se Address 

as essential as a typewriter 1 City le Mata | a 


For More Information Circle No. 387 
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WANT THE BEST FOR LESS? 
Use REPLI-master paper masters! 


The master for use on 
both Xerox and direct image 


REPLICA corporation 


TREET 


For More information Circle No. 249 











guesswork in selecting help 


At last ... brief, easy to administer and 
grade aptitude tests for Small or me- 
dium businesses. Perfected by nation- 
ally known psychologists ... assure ae- 
curate, scientific employeeselection . . 
reduce costly job-training. Introductory 
set of 8 classifications—$10.00, postpaid 
—MONEY BACK GUARANTEE. 

Send trial order now or write for FREE literature, 


31 South Carpenter Ave. 
AFD Oe 





For More Information Circle No. 251 








WHICH ONE OF THESE 
MANAGEMENT 
QUESTIONS 


GETS A HAZY ANSWER 
IN YOUR COMPANY? 


es What is Policy? 
wee What are the 7 marks of a Useful Report? 
© How can we write procedures so 
anyone can understand who does 
what and when? 
@ How do bootleg forms affect office costs? 
Will Electronics solve your 
office problems? 
6) Is an organization chart A Useful Tool? 
Each of these questions is answered in 
separate issues of SYSTEMATION, a new 
service by a 42 year old management 
service company. 
SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


| FREE, copies of issues answering any 

two of the above questions 

S Me ion) Division of 
Ross-Martin Co 


Dept. A-549, P. 0. Box 800, Tulsa 1, Oklahoma 











For More Information Circle No. 250 
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PLAIN-VU 
INSTANT SELF- LAMINATING 


PLASTIC SHEETS 


PERMANENTLY PRESERVE AND PROTECT 
* IMPORTANT PAPERS 
* ADVERTISING MATERIALS © SIGNS 
* DOCUMENTS * DRAWINGS ©* CERTIFICATES 
* PHOTOS * CARDS AND PASSES © LICENSES 


WITHOUT NEED FOR MACHINES, CHEMICALS OR HEAT 
You can actually imbed any flat object of 
any paper, board or fibre composition in 
clear, flexible plastic for permanent protec- 
tion against moisture, wear and grime. 
Protect, preserve and beautify for a life- 
time. Available in a wide range of sizes. 
Write for free brochure. 

PLAIN-VU, THE CARR CORP., Dept. A-4 
3407 Prospect Avenue « Cleveland 15, Ohio 

For More Information Circle No, 252 
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about the product to push it. The book 
also includes ideas for using labels and 
tags in product handling, office systems, 
shipping procedures, etc. The hundreds of 
illustrations are conveniently grouped into 
sections. For this book, Circle No. 137. 


MACHINE FORMS BINDERS 


C. E. Sheppard Co., 4403 21st St., Long 
Island City 1, N.Y., offers their com- 
pletely new catalog on binders for mar- 
ginal punched forms used in data proc- 
essing systems. This is a handbook on 


VA ~ continuous ° 
forms 


the various types of binders designed for 


holding these forms and the first new | 
catalog on this Cesco line in over two | 


years. It incorporates many improve- 
ments and innovations. Indexed by binder 
types, the catalog has separate sections for 


thin prong and thin post styles as well as | 
Arranged | 
in concise, easy-to-read style with rapid- | 
pricing tables for stock and special sizes. | 


Cesco’s flexible nylon thin post. 


For this catalog, Circle No. 146. 


“What's that cute little machine for?” 
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NO OTHER | 
PAPER CUTTER 
BUILT SO WELL 
TO SELL SO Low 


“1 refonnonrplin 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(20%" Mozart 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 


MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


© Dealer: Write For Profitable Sales Plan, 





UTILITY KNIFE 


For More Information Circle No. 341 
jure —- #112 
$1.50 each 


Gprifold 
with six blades 


A real he-man tool for open- 

ing boxes, cutting heavy cardboard or 

paper. Double-edged blade is retractable. Write today 
for free, illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 
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At Paris Data Conference 


Prof. Howard Aikens, director of Har- 
vard University Computation Laboratory; 
Dr. J. W. Mauchly of Remington Rand 
Univac, and Dr. S. N. Alexander, Na- 
tional Bureau of Standards, are three of 
13 U. S. computation experts who will 
speak at the International Conference on 
Information Processing in Paris, June 
15-20. Prof. Aikens will serve as honorary 
chairman at the meeting and Dr. Mauchly 
as vice chairman. Others will include Dr. 
Saul F. Gorn, University of Pennsylvania; 
Dr. I. L. Auerbach, Auerbach Electronics 
Corp.; Dr. A. S. Householder, Oak Ridge 
National Laboratory; Dr. Grace Hopper, 
Remington Rand Univac; Dr. Gilbert W. 
King, I.B.M.; Dr. Richard W. Hamming, 
Bell Telephone Laboratories; Dr. David G. 
Hays, Rand Corp.; Prof. Nicholas C. 
Metropolis, University of Chicago; Dr. B. 
W. Adkinson, National Science Founda- 
tion; and Dr. Alan J. Perlis, Carnegie In- 
stitute of Technology. Technical papers by 
some 20 other Americans have been 
selected for presentation at the conference. 


Records Management Conference 


“Space Savings in a Space Age” will be 
the theme of the 2nd Annual Conference 
of the Assn. of Records Executives & Ad- 
ministrators on May 8 at the Hotel Com- 
modore, New York. Leaders in records 
management will participate in the pro- 
gram geared to scientific methods of saving 
space and manhours through the applica- 
tion of paperwork controls. Herbert Angel, 
assistant archivist of the U. S., and Mona 
Shepherd, vice president, Leahy & Co., 
will address the morning session. The 
afternoon will be devoted to six work- 
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shop seminars, each with a recognized 
authority in records management serving 
as moderator. Information from Judith 
Gordon, 900 East 18th St., Brooklyn, N. Y. 


Signature Verification Device 


A device which eliminates the necessity 
for a signature look-up file and enables 
bank tellers to verify instantly signatures 
of customers, without reference to such a 
file, has been designed by Teleregister 
Corp., Stamford, Conn. It is being de- 
veloped jointly by Teleregister and Le- 
Febure Corp., Cedar Rapids, Iowa, and 
will be commercially available within eight 
months. LeFebure will manufacture and 
distribute the equipment which will per- 
mit coding an actual signature so that, 
while it cannot be read by the naked eye, 
decoder permits easy verification at as 
many stations or branch offices as have de- 
coders. No signature can be decoded by 
unauthorized personnel and the system is 
said to be virtually forgery-proof. Kenneth 
Watts, president of LeFebure, a subsidiary 
of Craig Systems, Lawrence, Mass., stated 
that operations in smaller branches or in 
drive-in offices, have been handicapped be- 
cause it has not been feasible to maintain 
a central file of signatures of all depositors 
in each and every branch. This technique 
will economically solve this problem. 


Machine Electrical Interference 


Electric office machines are sometimes 
prohibited from areas in which radar, tele- 
vision, x-ray and other electric and elec- 
tronic devices are installed because of elec- 
trical interference. Maximum permissible 
levels of interference are being studied by 
a task group of American Standards Assn. 
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VERSILAN 


vinyl fabric upholstery Sturgis® selects Landers for 
service and color control— 
Vaquero Versilan Upholstery 


for exceptianal quality. 


*Sturgis Posture Chair Company 
Sturgis, Michigan 


A | sy 


1 1 ° TO 4 &G o °o 1 e..s% |: & ’ € $s T 


For More Information Circle No. 259 


> 
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The NEW Plus-O-Matic Electric 


€ 
o 
WITH THE bn, 


£3 - NOW! THE FIRST MAJOR DEVELOPMENT 
IN KEY-DRIVE ADDING CALCULATORS 
IN A GENERATION! 








© Faster 


®@ More Accurate 
The “Magic Multiplier” is’ aa 
exclusive feature of the New 
PLUS-O-MATIC Electric Duplex 
Adding Calculator! 


@ Eliminates Key Depressions 
@ Multipliers Visibly Displayed 
@ Easier to Operate Because It’s Automatic 
“The Motor Does The Work”’ 


And Still The Most Sconomical Key-Driue 
Calculator to Buy and Maintain! 
Computing Machines Division 
CONTROL SYSTEMS, INC. 


5 Beekman Street * New York 38,N.Y. + REctor 2-0045 





Representatives in Principol Cities 





For More Information Circle No. 254 
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Their immediate interest is in dictating 
equipment, but results will be applicable 
to all types of electric office machines. 
Underwriters Laboratories and the Ap- 
provals Laboratory of Canadian Standards 
Assn. are cooperating in the work. UL in- 
dicates that if the proposed maximum 
levels are accepted as American Standard 
they will become a criterion for acceptance 
under UL test methods. 


World Paver Standardization 


Nobody knows how much extra time 
and money it costs post offices all over 
the world to handle envelopes of all sizes 
and shapes, ranging from the No. 10 
favored by American business to the 4” 
by 5” envelope popular in England. Vary- 
ing envelope and postcard sizes are also 
an obstacle in automatic canceling of 
stamps and sorting mail. An international 
project is underway to standardize paper 
and paper products, envelopes and post- 
cards. U. S. groups have expressed an 
interest in the project, says American 


Standards Assn. An advisory committee 


met in New York to discuss American 


participation in the work of Technical 
Committee 6 of the International Or- 
ganization for Standardization. Among 
the groups represented were the Technical 
Assn. of the Pulp & Paper Industry, 
American Paper & Pulp Assn. and Com- 
mittee D6, Paper and Paper Products, 
American Society for Testing Materials. 
The ISO’s committee is concerned with 
terminology dimensions and methods of 
tests for paper; weights of paper in sheets, 
reams and rolls; method of expressing 
dimensions of paper according to grain 
structure; postal envelopes; format of 
messages on illustrated postcards; stand- 
ardization of punched holes in paper; and 
specifications for packing paper and 
cartons. 


Niagara Mohawk’s Data System 


Niagara Mohawk Power .Corp. an- 
nounced plans to install a high speed, com- 
pletely transistorized, electronic data proc- 
essing system to increase speed and ef- 
ficiency of its customer accounting opera- 
tions, and eventually for wider use. It has 
signed a lease agreement with Radio Corp. 
of America, who developed the RCA 501 


# 


Southern California Business Show committee, |. to r., E. P. Barrington, C. P. Andrews, 
J. D. McGah, R. D. Jackson; Carolyn Hoyer, Queen of the Show; K. Sime, S. Finney, 
W. Hallett, J. Daughtry. Themed to “Programming for Progress, this 12th annual show, 
sponsored by the Los Angeles Chaper, National Assn. of Accountants, will be held 
April 21-24 im the new convention center of the Ambassador Hotel, Los Angeles. Over 
60 exhibitors will show more than 1500 office products. 
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YOU 
l\IR18 
LOOKING 


Della =a 10) D1 Olen m— 


1400 Henderson 


Fort Worth, Texas 
Phone 
Fort Worth ED 5-3214 Dallas AN 2-1588 


For More Information Circle No. 320 
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system and will construct the equipment. 
It is planned to have the system in opera- 


tion by the end of 1960. 


SLA’s Golden Anniversary 


The Special Libraries Assn. will cele- 
brate its golden anniversary in Atlantic 
City, May 31-June 4. Organized at Bretton 
Woods, N. H., in 1909, the association was 
incorporated under the laws of Rhode Is- 
land in 1928. There are ‘approximately 
5000 members in the U.S., Canada and 
other countries. Banquet speaker for the 
convention will be August Heckscher, di- 
rector of the Twentieth Century Fund. 


LGP-30 Users’ Annual Meeting 


The second annual meeting of POOL, 
the corporation users association for the 
Royal Precision LGP-30 electronic com- 
puter, will take place at the Mayflower 
Hotel, Washington, D. C., April 14-16. 
The purpose of the meeting is to ex- 
change information and report on activ- 
ities of members since the last meeting in 
Chicago. 


National Secretaries Week 


Clare H. Jennings, president of the Na- 
tional Secretaries Assn., announced “Better 
Secretaries Mean Better Business” as the 
theme of this year’s National Secretaries 
Week, April 19-25. The week is co-spon- 
sored by the Office Equipment Manufac- 
turers Institute. 


NOMA Spelling Program 


The National Office Management Assn. 
is rounding out the fifth year of its inter- 
national Spelling Program. During the 
current school year, more than 300,000 
high school students participated and more 
than a half million are expected to by 
June. Each year student participation has 
doubled. The purpose of the program is 
not to see how many students win NOMA 
Spelling Certificates, but to focus attention 
on spelling deficiencies. 
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Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
in Lengths of 4, 5, 6 and 10 ft. 

No Installation Necessary. 

U.L. Approved 
Write for FREE Circular O-ED59 


CMG INDUSTRIES ° 


214 Ivinson Ave., Laramie, se No. 83 
For More Information: Circle No 1 





IDEAS, INC. 


SIGHTLY 
COPY RACK 


plays all 
the angles! 
humors 
your vision 
humors 
your purse 


Genuine walnut base with pencil groove 
and book ledge. Inclined masonite panel 
83/4, x 14, fits in slotted base at two heights. 
Clip line finder moves up or down like 
a T-square on drawing board. Write for 


free descriptive circular. 


$f.50 
prepaid 


Franklin Table Company 


116 N. 4th St., Louisville 2, Ky. 








or ore Information Circie 








PRINTERS — STATIONERS — DEALERS 
NEW PRICE LISTS JUST ISSUED 


CARBON INTERLEAVED SINGLE SET 
CONTINUOUS & TABULATING 
CUSTOM, STOCK & STANDARD 

FORMS 


DISTRIBUTED THROUGH DEALERS & 
STATIONERS EXCLUSIVELY 





NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE CLEVELAND 12, OHIO 
For More Information Circle No. 232 
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“Common Sense’ 
for Travel Expense 


FIRST in 
the field, 
LEADER 
in Sales 


Weekly & 
Monthly 
Books 


Weekly 
Sheets 


@ Use BEACH’S — 
sturdy, complete and 
convenient . . . BEST 
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vital for taxes today. 














At Stationers, or Write 


BEACH den a 


CO. 19829 W. MeNichols Rd., Detroit 19, Mich. 
For More Information tise No. 234 


221 





Litton Industries 
has bought Times 
Facsimile Corp., a 
subsidiary of the 
New York Times 
Co. The announce- 
ment was made 
jointly by Arthur 
Hayes Sulzberger, 
publisher and chair- 
man of the Times, 
and Charles B. 
Thornton, chairman and president of 
Litton. Times Facsimile Corp. will operate 
under the same name, as a division of 
Litton, a national electronics-based com- 
pany. W. Preston Corderman, a vice presi- 
dent of Litton, is president of the Times 
Facsimile division. Austin G. Cooley re- 
mains executive vice president of Times 
Facsimile. Other officers are: Roy L. Ash, 
vice president; Glen McDaniel, vice presi- 
dent; Charles R. Abrams Jr., treasurer; 
Richard Loewe, secretary. No personnel 
changes are planned. 


W. P. Corderman 


Manages National Business Show 
Robert T. Ken- 


worthy, Inc., was 
named to manage 
the National Busi- 
ness Show by the 
Office Executives 
Assn. of New York, 
owners of the show 
which will fill five 
acres of display area 
in the New York 


R. T. Kenworthy Coliseum, Oct. 19- 
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23. The Kenworthy organization has an 
impressive record of producing national 
trade shows in New York, Philadelphia, 
Chicago, Los Angeles, San Francisco and 
other cities. Mr. Kenworthy is a member 
of the Exhibit Management Assn. 


Heads Cinn. Time Recorder Sales 


Ralph G. Estes 
was appointed sales 
manager of Cincin- 
nati Time Recorder 
Co., according to 
Carl K. Gieringer, 
president. He will 
made his headquar- 
ters with the firm 
in Cincinnati. “Mr. 
Estes joins us with 
an extensive 18-year 
background in the time recording and busi- 
ness machine field,” Mr. Gieringer said. 
“He will be responsible for directing our 
entire sales program.” Mr. Estes has been 
associated with International Business Ma- 
chines Corp. for the past 18 years. 


Ralph G. Estes 


Parsons Paper Division of NVF 


The 106-year old Parsons Paper Co., 
Holyoke, Mass., became the Parsons Paper 
Division of National Vulcanized Fibre 
Co. last month. Including the acquisition 
as part of his company’s long-range diver- 
sification program, Eugene R. Perry, presi- 
dent of National, declared: “Parsons has a 
well established business in fine paper 
which will be continued and promoted. 
National acquires a source of raw ma- 
terials used principally in the manufac- 
ture of laminated products which we have 
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PEIRCE OFFICE UNITS... 
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new ease. 


DICTATE ANYWHERE 
on the world’s first battery 
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Vt easy-to-use 
yt economical 
2 efficient 


Today’s offices demand top efficiency. 
That’s why more and more offices use 
Eureka’s Duplisnaps for multiple mail- 
ings. After all, a typist, a typewriter 
and Duplisnaps give you a complete 
addressing department—at low cost. 
Handle the carbon-interleaved Dupli- 
snap set once, slip it in a typewriter, 
type the addresses, snap the sets apart, 
and the job is done. You have up to 
six sets of neat, clear, perfectly aligned, 
strongly gummed addressed labels. 


To learn more about Duplisnaps and how 
they can increase your profits—write for 
your free copy of “Speed Your Mailings.” 


@®T.M. Reg. U.S. Pat. Off. 
Duplisnap is Reg. T.M. in Canada 


EUREKA SPECIALTY PRINTING CO. 
8 Dept. 33 - Scranton, Pa. 


EV RE WA 


SALES OFFICES: New York, Chicago, Dallas, St. Louis, Son Jose and Los Angeles 
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had to purchase on the outside. We also 
plan to exploit National’s industrial paper 
technology by selling paper production not 
required for our own use. This production 
will come from activation of additional 
facilities at Parsons.” Organized in 1853, 
Parsons Paper has been engaged in the 
manufacture and sale of high grade cotton 
fibre content bond, ledger and index bristol 
papers, and paper specialties. No changes 
are contemplated in Parsons’ personnel, 
products or sales policies of Parsons. Na- 
tional Vulcanized Fibre Co., founded in 
1873, is the world’s largest producer of 
vulcanized fibre and a supplier of other 
basic engineering materials, textile bob- 
bins, household hampers and materials 
handling receptables including Vul-Cot 
wastebaskets. 


Heads Reproduction Products 


General Aniline & Film Corp. an- 
nounced the election of Fred A. Sabacek 
as president of Reproduction Products Co., 
a subsidiary of the corporation. He suc- 
ceeds Thomas Kizer who resigned. Mr. 
Sabacek joined the Ozalid Division of Gen- 
eral Aniline & Film in 1942 and was 
named cost accountant in 1947, chief cost 
accountant in 1948 and controller of the 
division in 1953. He will make his head- 
quarters in Detroit, main offices of Re- 
production Products Co., which is a paper 
coating firm. 


Farrington Acquires I.M.R. Corp. 


William M. Tetrick, president of Far- 
rington Mfg. Co., Needham, Mass., and 
David H. Shepard, president, Intelligent 
Machines Research Corp., Arlington, Va., 
announced that Farrington has acquired 
the outstanding stock of IMR. Mr. Shepard 


These Smith-Corona Mar- 
chant salesmen were 
among 228 feted by the 
company at the Greenbrier, 
W. Va. L. to r.: Ed Battles; 
C. E. Bullock; Elwyn L. 
Smith, president; R. H. 
Luhrsen; Bob Powell; Paul 
Bolinger. 
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joins the Farrington organization as vice 
president in charge of the IMR Division. 
Intelligent Machines has been a pioneer 
in the development of electronic equip- 
ment which reads printed matter by optical 
sensing and converts the information into 
key punched cards or magnetic tape for 
data processing. Farrington produces a 
diversified line of products including the 
Charga-Plate and other credit systems. 


Administrative Ass’t to President 


Appointment of 
Carl P. Ray as ad- 
ministrative assistant 
to the president of 
Royal McBee Corp., 
was announced by 
Philip M. Zenner, 
president. Mr. Ray 
is a vice president 
and director of the 
Office Equipment 
Manufacturers Insti- 
tute and, prior to joining Royal McBee, 
was vice president in charge of the inter- 
national department of Underwood Corp. 


Carl P. Ray 


Product Development Manager 


Gordon E. Bower was appointed product 
development manager of the Product Re- 
search Section, Research Division, Moore 
Corp., Ltd., according to John F. Ross, 
director of product research. Mr. Bower, 
who will be headquartered in the research 
offices of Moore Business Forms, Inc., 
has more than 30 years experience in vari- 
ous phases of printing, forms design, ma- 
chine accounting and sales. In 1948 he 
was promoted to product development 
manager. His duties were later broadened 
and, in 1951, he was named sales develop- 
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ment manager. A year later he became 
manager of an expended department com- 
bining sales research and development. In 
1957 he was given further responsibilities 
in directing automated data processing 
along with sales engineering and product 
and market development when he was ap- 
pointed sales development manager of the 
eastern division of Moore Business Forms, 
Inc. 


Koh-I-Noor’s 169th Birthday 


Koh-I-Noor Pencil Co. marks its 169th 
anniversary this year. It was in 1790 that 
Joseph Hardtmuth, the company’s founder, 
invented a pencil with a strong ceramic 
lead of graphite and clay which permitted 
smoother performance than pure graphite 
pencils. Koh-I-Noor’s president, William E. 
Danjczek, said they made their first draw- 
ing pencil in 1890 and the first drafting 
lead holder in 1895. Admiral Peary used 
Koh-I-Noor pencils at the North Pole and 
President Theodore Roosevelt used them 
in the Brazilian jungle. 


TelAutograph Sales Manager 


Raymond E. Lee, president of TelAuto- 
graph Corp., announced the appointment 
of Warren McKenna as general sales man- 
ager. Mr. McKenna was formerly sales 
manager of the Telescriber Division. 


Vanderhoof’s 35th samen 


Albert W. Vander- 
hoof, president, 
Standard Duplicat- 
ing Machines Corp., 
this year celebrates 
his 35th anniversary 
with the company. 7 
The past 3% dec- © 
adeshave seen Stand- © 
ard grow from a 
tiny company to a 
position of domi- 
nance in the duplicating machine industry. 
A large measure of this success is attrib- 
utable to the policies of its chief execu- 
tive who started with Standard in 1924 
as a junior salesman and advanced 


A. W. Vanderhoof 
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sales 
general 


through various 
vice president, 
finally, president. 


positions to 
manager, and 


Revo-File Sales Manager 


Appointment of 
Jose A. Castellanos 
as sales manager of 
the Revo-File divi- 
sion of Mosler Safe 
Co. was announced 
by Edwin H. Mosler 
Jr., president. Prior 
to joining Mosler, 
Mr. Castellanos was 
New York branch 
manager for Clary 
Corp. He also supervised dealer operations 
in Europe, Near and Far East and South 
America. An expert in office systems and 
methods, Mr. Castellanos will be available 
for consultation on filing problems. 


J. A. Castellanos 


Pitney-Bowes Ady. Executives 


Henry H. Arthur, former account ex- 
ecutive with Ted Bates & Co., New York 
advertising agency, was appointed assistant 


L. to r., Clarence Schreur, president, 
Formulabs, Inc., Escondido, Calif., and 
chairman of the ballpen standards com- 
mittee of the Pen & Pencil Manufacturers 
Assn., with committee members Herbert 
Lindsley, W. A. Sheaffer Pen Co.; Galen 
Sayler, Parker Pen Co.; and Dr. Richard 
Meek, Scripto, Inc. They will draft stand- 
ards for ballpen performance and ink. 
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HAS ITS 


Your locked door is an open door to 
crime if you cannot account for all orig- 
inal and duplicate keys. 


By a professional, an amateur, or an 
employee, unauthorized entry by key 
results in millions of dollars’ property 
loss yearly. 


Inventory * Tools * Records * Cash « Confi- 
dential Information * Samples + Personal 
Property * Equipment ¢ Materials + Plans 
Furnishings * Supplies * Vandalism 


STOP LOSS. Control all your keys with 
TELKEE, the only complete, positive 
system of key control. As simply as filing 
correspondence, TELKEE insures you 
against property loss, saves time spent 
searching for misplaced keys, eliminates 
eventual re-locking expenses. 


From 21 to 2240 key capacities, there’s 
a TELKEE System to fit your property. 
Prices begin at $19.91. Savings in time 
alone will more than pay for TELKEE. 
The value of added protection and con- 
venience is immeasurable. 


FREE, “The Key To The Whole Thing”, 
your guide to TELKEE protection for 
your property. 


I 
_ P. O. MOORE, INC. 


A Subsidiory of SUNROC Corporation 


The MOORE KEY CONTROL. System 
: GLEN RIDDLE 82, PENNSYLVANIA 
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dollies roll to shipping dock. ve if 
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manager of advertising of Pitney-Bowes, 
Inc. John T. Jefferson, assistant supervisor 
of advertising administration since 1956, 
was promoted to supervisor of advertising 
production. 


Dictaphone Ass’t to President 


Ellis Thal, for 36 
years district man- 
ager for Dictaphone 
Corp. in Detroit, 
was appointed as- 
sistant to the presi- 
dent, according to 
Lilcyd M. Powell, 
president of Dicta- 
phone. In comment- 
ing on Mr. Thal’s 
new post, Mr. Powell 
said it had been created “so that his ex- 
perience and ability can be made available 
to all Dictaphone’s U. S. districts.” Mr. 
Thal’s record in Detroit won him “the 
highest position as a creative salesman and 
constructive sales manager,” Mr. Powell 
said. 


Ellis Thal 
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SOUNDTROL Noise Reducing Hoods, the re- 
_ of many years’ research by ‘acoustic 

ineers, protect workers from _ tiring 

sheotaaeane production and work ac- 
ona. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNDTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 
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New buildmg of Alvin & 
Co., Windsor, Conn., pro- 
vides additional 10, 000 sq. 
ft. to meet demands of cus- 
tomers and retailers for 
drawing and drafting instru- 
ments and materials. Alvin 
Shoham invites old and new 
customers to drop in when- 
ever they are in the vicinity. 


Royal Acquires Arnot Division 


The purchase of the Arnot Furniture 
Division of Aetna Steel Products Corp. by 
Royal Metal Mfg. Co. was announced by 
A. Aslanian, executive vice president of 
Royal Metal which has just completed a 
year of expansion and _ reorganization 
following the move to New York last year 
of the company’s executive offices. Arnot’s 
facilities and personnel will remain intact 
and be operated as a separate division of 
Royal Metal Mfg. Co. Sales and distribu- 


continue unchanged. 
those 


tion policies will 
Products of Arnot complement 
manufactured by Royal. 


Underwood Data Processing Div. 


Gayle W. Forcade was named market- 
ing manager—Data Processing Division of 
Underwood Corp., according to W. J. 
Cloud, product marketing manager. Mr. 
Forcade will coordinate and direct all 
marketing within the data processing area, 
saeeesenrt: Data-Flo, UEBC and Samas, and 
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Slash masking 
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Masking Sheets 
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D! Write now 
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NOW run envelopes, or small, thin, slick, or 
curling stock easily—to hairline register! visI- 
GUIDE’s five free-rolling steel balls give 
positive, continuous control, prevent 
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only $19.95; No. 1300 $24.50; No. 2066 (2) 
$59.00, postpaid with check, "10-day money 
back guarantee! Write today! 


Dealers: Write for full information! 
LITHO RESEARCH, INC. 
14339 36th N.E. Dept. OM Seattle 55, Wash. 
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| serve as liaison in the development of new 
| products and product improvements. He 
joined Underwood in 1936 and was ap- 
| pointed assistant marketing manager of 
Computers and Data-Flo, in 1957. 


Codo Expands in Chicago 


Codo Mfg. Co., Leetsdale, Pa., reports 
that its Chicago office is now occupying 
new and larger quarters at 564 W. Monroe 
Street, Chicago 6. John J. Zaremba, west- 
ern division sales manager, stated that ad- 
ditional space and other facilities were 
needed to care for increased business in 
the company’s western sales district. Codo, 
which makes a complete line of carbon pa- 
pers, ribbons and hectograph supplies, has 
other district offices in Dallas, New York, 
Cleveland, Detroit, Los Angeles, and Pitts- 
burgh. 
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Abe Palson, the Mayor of Worcester, 

Sam Palson at opening of remodeled Pal- 
sons, Inc., office furniture store at 280 
Main St., Worcester, Mass. Eugene Barnes’ 
design allows customer to view eight fur- 
niture displays from one position. The firm 
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Above is the new, modern plant of Saun- 


ders Mfg. Co., Winthrop, Me. After 17 
years in the office machimes field, A. H. 
Saunders started the firm in 1946 in the 
small building shown at right. Making 
forms holders of his own design from a 
few sheets of aluminum at a time, he went 
out and sold them to get money for more 
aluminum. Today the firm uses aluminum 
by the carload and its snap-out forms 
holders are shipped throughout the world. 
All dies and machinery were bought new 
or specially made solely for the production 
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— an exclu- 
sive Amfile 
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They qlamorize 
proposals, pres- 
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papers. 
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ring binder holds up to 25 protectors. Made 
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lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 
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cd 


of forms holders. Dealers can receive the 
new Saunders catalog by writing above 
address. 
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Systematics Vice President 

Victor White was named vice president 
of Systematics, Inc., New York, it was an- 
nounced by T. A. Bruinsma, president. 
Mr. White was formerly associated with 
Alwac Corp. and established the first 
European computing center in Stockholm 
in 1956. Previously he worked as an elec- 
trical scientist with Aerodynamics and did 
electrical design work for the Tennessee 
Valley Authority. 


British Efficiency Exhibition 

Britain’s 46th National Business Effi- 
ciency Exhibition, expected to be the big- 
gest ever, will open May 25 at Olympia, 
London. Sponsor of the show is the Office 
Appliance & Business Equipment Trades 
Assn. It will rival the office equipment 
shows of the continent. The British office 
equipment industry has boosted its annual 
output from under £10 million to over 
£75 million in the last 12 years. 
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LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
Clean carbon sheet. 500 sets to a box. 
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Rogersnap Executive 


Appointment of 

Harold J. Moynahan 

Jr., former sales 

manager of a large 

eastern printing or- 

ganization, to the 

post of assistant to 

the president of 

Rogersnap Business 

4 Forms, Inc., was an- 

H. J. Moynahan Jr. nounced by Will 

Rogers, president 

and board chairman. Mr. Moynahan had 

been sales manager of Logan Business 

Products Co., Westbury, N. Y. Previously 

he was sales promotion manager of Philip 

Hano Co., and earlier was a production 

planner with Worthington Corp., Holyoke, 

Mass. Mr. Rogers said, “Mr. Moynahan’s 

thorough understanding of the jobber and 

stationer selling fields and broad back- 

ground in the printing industry will make 

him invaluable as we continue our expan- 
sion on a national basis.” 


Pacific Copy General Manager 


J. W. (Jerry) Remington was named gen- 
eral manager of Pacific Copy Corp., it was 
announced by James H. Rouse, president 
of the firm which is the western states dis- 
tributor of Photorapid machines and 
aluminum offset Magi-Plates. Mr. Reming- 
ton will supervise internal activities due to 
increased sales, distribution and coverage. 


A. F. Sammet (left), vice president, Clary 
Corp., presents cup to Thomas G. Mashos, 
who was Clary’s outstanding district man- 
ager last year. 
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SHREDDER 


Add filing space 

by destroying can- 
celled checks, ledger sheets, time 
cards, W2’s, pay vouchers and 
obsolete papers—in your own officel 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine .. . 
shreds papers into unreadable %” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Y% HP motor. Completely safe, and 
sasy to operate. Many other sizes 
available, too. 

Ten-Day Trial on any shredder, 
Write today for literature. 


INDUSTRIAL SHREDDER 


/AND CUTTER COMPANY 
| 103 MILL ST. 


SALEM, OHIO 
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“rub it on DRY... 
makes paper STICK!” 

to any surface... all solid, out- 
temporary or permanently! creas 


mucilage costing 
twice as much! 
DRY-stik KEEPS FOREVER... always ready 
for instant use! Now, you can immedi- 
ately paste a clipping, label, chart, pack- 
age ... do every occasional office job 
. without wasting costly minutes with 
a messy brush... dried out bottle... 
stuck stopper... washing hands. DRY- 
stik bonds paper waterproof, neatly to 
the very edge ... without ooze, stain, 
or wrinkles. Never lumpy or dirty ... 
non-flammable, nontoxic, odorless . 
nothing to spill or dry out. 
NEW OFFICE METHODS: A dab of pressure 
sensitive DRY-stik make an INVISIBLE 
PAPER CLIP! Instantly bind letters in 
file folder without punching! Post bulle- 
tins without thumbtacks! 
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GET DRY-stik TODAY! i TRIAL OFFER 





DRY-stik, 49c, 
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Subsidiary and Branch Managers 


Welcomed to Cleveland by Addresso- 
graph-Multigraph Corp. were 15 men who 
jointly traveled some 59,000 miles to at- 
tend a conference of its international sub- 
sidiary and branch managers. At the meet- 
ing were: W. H. Layzell, managing direc- 
tor, Addressograph-Multigraph Ltd., Eng- 
Jand; K. L. Hamer, managing director, 
Addressograph-Multigraph of Canada Ltd.; 
J. F. Gray, managing director, Addresso- 
graph-Multigraph G.m.b.H., Germany; P. 
Glogaud, president, Addressograph-Multi- 
graph S. A., France; C. E. Taylor, general 
manager, Addressograph-Multigraph do 
Brasil; M. Hatano, president, and C. C. 


Ray, vice president, Addressograph-Multi- 
graph of Japan Ltd.; R. B. Cromwell, gen- 
eral manager, Addressograph-Multigraph 
de Mexico; D. L. Zerkel, managing direc- 
tor, Stott & Hoare (Pty) Ltd., Australia; 
K. D. Blum, general manager, Addresso- 
graph-Multigraph A/S, Denmark; P. de 
Belay, manager, Addressograph - Multi- 
graph G.m.b.H., Austria; S. K. Hart, 
Hawaii; J. W. Graham, Puerto Rico; A. A. 
Cabrera, Argentina, and W. L. Calhoun, 
general manager, Vari-Typer Ltd., Eng- 
land. 


Photostat Regional Managers 


Photostat Corp., Rochester, N. Y., 
manufacturers and distributors of equip- 
ment and supplies for photocopying, offset 
and microfilming, announced the appoint- 
ment of the following regional managers: 
eastern division, Everett B. Drew, New 
York; southern division, W. Clinton Harp, 
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OO0000VU00 
STEVENSON & SMITH, INC. 


LEADING MANUFACTURERS 
OF 


Intricate, Accurate, Economical 


OF" 4 SPECIALTY 
OS ~Multi-Part Business Forms < 


O 
oN 
oF 
O 





O / 
Stevenson & Smith, lesding business 
O forms manutachirers and, business sys- 
O tems creators, are represented; coast 
to coast, by outstanding Business Forms 
O dealers and systems analysts. 


O Write for name of your nearest 
representative. 


O 
O 





STEVENSON & SMITH, INC. 
Lackawanna Place 
BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 235 





supply precision BRITISH made Parts and 
Tools direct to you ot LOWEST PRICES 


ee 128 


G2- med 





PROMPT AND EFFICIENT SERVICE 











PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 

Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 
This improves personnel relations. 

Send for Samples and Prices Today 


OeLOOR ENVELOPE CO., fst. 1902 


Origin s of “Outlook” Envelopes 


For More Information Circle No. 237 








GUARANTEED | 


Send for our ilhustrated Catalogue POST FREE | 


TYPEWRITER SUNDRIES CO. LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. |! 
For More Information Circle No. 236 
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WHEELIT'S New LOADEZER 


Moves Heavy Machines 
Anywhere for Demonstrations 


Increase your salesmen’s efficiency and 
cut selling costs by installing the new 
LOADEZER in their station wagons . 

the logical complement to WHEELIT 
Folding Carts for transporting and 
demonstrating all kinds of office ma- 
chines. Buy LOADEZERS separately 
or in combination with WHEELITS. 
Manufactured and sold exclusively by 


Gruber Products Co. ronce’s” 








Toledo 6, O. 
or More Information Circle No. 


235 











OFFICE EQUIPMENT 
MANUFACTURERS & 
EXPORTERS: 





NNUALLY the entire Latin 

To American continent will absorb 
a very impressive volume of your 

products. There are 19 countries 


in Latin America where all the 
FL office equipment and _ stationery 
importers, distributors, dealers and 


larger users receive LA OFICINA. 
They keep it, refer to it as a guide 


th and reference all year long. 
The need for all office products 
in Latin America is increasing 
steadily as business and industry 


is 
Latin develop. Tell these prospects and 
customers about your product in 
the 1959 La OFicINA. Its advertis- 
ing rates are low—its coverage is 


» 
Am complete (circulation 11,000). 
Your advertising in LA OFICINA is 
basic to establishing and building a 
Mark t profitable Latin American trade. 
lt) 


{a 























a we 

Forms Close REVISTA DE tcind 
ies MONTH! i Circulation—11,000 

OFFICE PUBLICATIONS, INC. 


Don’t Mi ! : 
on’t Miss It! 232 Madison Ave., New York 16, N. Y. 
























































For More Information Circle No. 315 
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Atlanta; midwest division, John R. Tacka- 
berry, Philadelphia; west coast division, 
Robert N. Jarman, San Francisco; Cana- 
dian division, W. H. Window, Toronto. 
All are veteran employees of the corpora- 
tion, which recently celebrated its 50th 
anniversary. 


R. C. Allen Cash Register Div. 


W. H. Duetting was named vice presi- 
dent in charge of the Cash Register Divi- 
sion of R. C. Allen Business Machines, 
Inc., according to Ralph C. Allen, chair- 
man of the board. Mr. Duetting has been 
employed by the company since 1957. His 
past duties have been as manager of the 
Chicago branch and more recently, as east- 
ern division manager with offices located 


in New York. In addition to the duties | 
as Cash Register Division’s manager, he | 
will expand the present dealer organization | 


and set up a more thorough training pro- 


gram for dealers and future R. C. Allen | 


salesmen. 


“Retailer-of-the- Year” 


George Stuart, Inc., Orlando, Fla., was 
named 1958’s Brand Name Retailer-of-the- 
Year in the office equipment and stationery 
stores category by Brand Names Founda- 
tion. 


ik 


Sketch of building recently bought by | 


Griffin Mfg. Co. of Rochester, N. Y. Lo- 
cated in Webster, N. Y., it is twice the size 


of firm’s present headquarters, which it | 


will replace by June 1. 
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BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop pase 
Precisio 

Allignmen ‘ 


fast, acourate 
typing of bottom 
line index on all 

visible cards 


10 Card Sizes — $2.00 to $2.45 
PALSON MFG. CO. 


280 Main St., Worcester 2, Mass. 
For More Information Circle No. 355 








COST LESS, ARE 
weit CLEANER, FASTER 


Write today for the COMPARA- 

SISAL TURIN TIVE COST ANALYSIS showing 
Siiaaes how time and money are saved 
oe by using RogersnaP Second 

Sheets in the new *FLIP OUT 
Zz \ DISPENSER BOX. 


Write to 


P. 0. Box 10425 
Dallas 7, Texas 
For More Information Circle No. 356 


* Registered 








For Your Annual 


ha ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 


mi Best Tents 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 





Contact your Local Typewriter Dealer 








___ For More Information Circle No. 357 _ 


DIES ano Far 


MANUSCRIPT | 
COVERS. 


807 SO. 20th ST., BIRMINGHAM 5 ALABAMA 
For More Information Circle No. 358 
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CLEAN HANDS * CLEAN WORK + CLEAN DESK 


with i 
KEE ox GRIP-N-PUL 


CARBON PAPER 
in the exclusive ECONOMIZER BOX 


Typists enjoy working with Grip-N-Pull because it’s 
so clean and easy to handle. And they really appreci- 
ate the fact that Kee Lox Grip-N-Pull carbon warns 
them that the last typing lines are coming up! The 
patented Economizer Box automatically aligns carbon 
and copy paper. It also provides automatic rotation, 
which means evenness of wear, uniformity of copy and 
longer wear 


All carbons are removed quickly in one clean 
operation, using uncoated edge 


Lower right of uncoated edge is die cut to tell 
how much space is left at bottom of sheet. 


ox. MANUFACTURING COMPANY, Dept. 0-49, Rochester 1, New York 


CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 








For More Information Circle No. 348 





iF YOU USE I " poms jf PRE-ADDRESSED LABELS 
— 


YOU'LL SMASH COSTS WITH THIS <Q TIME-SAVER ene 


3 label application 


te) 2) 3 ae 


——\ up to 12,000 per hr. 
THAT NEVER MISSES WE) .« LABELS ALL TYPES AND SIZES Post card size 


—+ 

—__ a * @ so 30’ x 14%" 
S \ OF MAIL ACCURATELY, NEATLY, SAVE ECONOMICALLY 
Y a > 


CHESHIRE 


Labeling 
Equipment 


Models start at $3000. Also 
models for magazines, heavy 
publications, newspapers 
INVESTIGATE TODAY! 
NO OBLIGATION! 


CHESHIRE Inc. 


1644 North Honore Street « Chicago 22, illinois 
For More Information Circle No. 346 
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National Confrence of 
cia 


National Microfilm Assn., Mayflower 
Hotel, Washington, D. C., April 2-4. 
National Office Furniture Assn., Fontaine- 
bleau Hotel, Miami Beach, May 1-4. 


National Assn. of Credit Management, 
Dallas, May 3-7. 


National Assn. of Educational Buyers, 


Fontainebleau Hotel, Miami Beach, May 
11-13. 


American Institute of Industrial Engineers, 
Biltmore Hotel, Atlanta, May 14-16. 


Insurance Accounting & Statistical Assn., 
Ambassador Hotel, Atlantic City, May 
17-20. 


_ New York Stationery Show, New Yorker 
Hotel, May 17-22. 


National Society for Business Budgeting, 


Leamington Hotel, 
21-22. ; 
Institute of Internal Auditors, Shoreham 
Hotel, Washington, D. C., May 24-27. 

National Office Management Assn., Roose- 
velt Hotel, New Orleans, May 24-27. 

National Assn. of Accountants, Waldorf- 
Astoria Hotel, New York, June 21-24. 

National Office Machine Dealers Assn., 
Netherlands-Hilton Hotel, Cincinnati, 
June 21-24. 

National Machine Accountants  Assn., 
Chase-Park Plaza Hotel, St. Louis, June 
24-26. 

National Secretaries Assn., Americana 
Hotel, Miami Beach, July 19-25. 

National Society of Public Accountants, 
Sherman Hotel, Chicago, Aug. 24-28. 

Educational Graphic Arts Exposition, 
Coliseum, New York, Sept. 6-12. 

National Assn. of Bank Auditors & Con- 
trollers, Statler Hotel, Boston, Sept. 21- 
23. 


Minneapolis, May 
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National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-30. 

Life Office Management Assn., Edgewater 
Beach Hotel, Chicago, Sept. 28-30. 

National Business Forms Associates, Chal- 
fonte Haddon Hall, Atlantic City, Oct. 
4-8. 

National Institute of Governmental Pur- 
chasing, Sheraton-Cleveland Hotel, 
Cleveland, Oct. 11-14. 

Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14. 
Eastern Commercial Stationery Show, 
N. Y. Trade Show Bldg., New York, 

Oct. 17-20. 

Institute of Newspaper Controllers & 
Finance Officers, Hotel del Coronado, 
San Diego, Oct. 18-21. 

National Business Show, Coliseum, New 
York, Oct. 19-23, 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 21- 
23. 

Controllers Institute of America, Penn- 
Sheraton Hotel, Pittsburgh, Oct. 24-28. 

American Institute of Certified Public Ac- 
- countants, Fairmont & Mark Hopkins 
Hotels, San Francisco, Oct. 24-29. 

American Bankers Assn., Miami Beach, 
Oct. 25-28. 

International Automation Exposition, 
N. Y. Trade Show Bldg., New York, 
Nov. 16-20. 

EVENTS ABROAD 

Milan Trade Fair, Italy, April 12-27. 

Hanover Fair, Germany, April 26-May 5. 

Business Efficiency Exhibition, 
England, May 25-June 4. 

Unesco Information Processing Confer- 
ence, Paris, France, June 13-23. 


London, 





ADVERTISERS 
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Acco Products 

Accountants Supply House 

Acme Visible Records, Inc. 

Addo-X, Inc. . 

Addressing Machine Co. of California . 

Addressograph-Multigraph Corp. 

All-Rite Pen, Inc. 

Allen Business Machines, Inc. 

Amberg File & Index Co. : 

American Automatic Typewriter Co. . 

American Numbering Machine Co. 

Ames Supply Co. 

Aptitests 

Arlington Aluminum Co. ... 

Atlas Stencil Files Corp. . 

Avery Label Co. 

Barkley & Co., C. 

Bates Mfg. Co. ; 

Beach eee ’ 

Bell & Howell Phillipsburg .. 

Bergstrom Paper a 

Bevco-Precision Mfg. Co. 

Bostitch, Inc. .. se 

Brownville Paper Co. 

Bunn Co. 

Burroughs Corp. 

Business Electronics, 

Can-Pro Corp. .. 

Carteret Printing 

Case & Risley Press Paper, Inc. 

Cashere Corp. 

Catskill Craftsmen, ices ks 

Challenge Machinery Co. ... 

Cheshire, Inc. 

Clarin Mfg. Co. . 

Cole Steel Equipment Co. 

Cole Steel Office Machines, Inc. 

Collamatic Corp 

Columbia Ribbon & Carbon Mfg. Co. 

Comptometer Corp. 

Continental Office Machines, Inc. .... 

Continuous Forms, Inc. 

Control Systems, Inc. (Plus) 

Control Systems, Inc. (Plus Diehl) 

Copease Corp. 

Copycat Corp. 

Copy-Craft, Inc. .. 

Cormac Photocopy Corp. 

Cramer Posture Chair Co. 

Davidson Corp. 

Delta Products Div., Air Accessories, Inc. 

Deluxe Metal Furniture Co. 

Denominator Co. 

Dewberry Engraving Co. . 

Dick Co., A. B. (Azograph_ Duplicator) . 

Dick Co., A. B. (Offset Duplicator) . 

Dictaphone Corp. 

Dictograph Products, 

Direct Image Aluminum Plate & Supply Co. 

REE 8S ons Lunusneasstesece ress Inner Back Cover 

Dry- stik Co. 234 

Duplicard Addressing Machines Co. .......... 196 

Eastern Fine Paper & Pulp Division ... 1 

Eastman Kodak Co. .. 18 

Estey Corp. aztion ae 

Eureka Specialty Printing Co. ale Fie ee 

Faber-Castell Pencil Co., A. W. .............. 180 

Facit, Inc. 133 
Fletcher EN 56 cuauienns Uy v acbiiae saSine 72 


240 


Force & Co., Wm. 

s, Inc, 
Frankel Mfg. 
Franklin Table Co. 
Friden, Inc. 
Gates Acoustinet Co. 
Geist Co. E. 
General-Gilbert Corp. 
General Pencil Co. .. 
Gestetner Duplicator Corp. 
Gilbert Paper Co. 
Graphic Systems 
Griffin Mfg. Co. . 
Gruber Products Co. 
Haloid Xerox Inc. . 
Hammermill Paper Co. 
Harding Co., 
Heyer rp. 
Hill, Inc., 
Howard Paper Mills, 
Hunt Pen Co., C. Howard 
Hush-A-Phone. Corp. 
Ideas, Inc. 
Indiana Cash Drawer Co. 
Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc. 
International Paper Co. 
Interstate Metal Products Co. 
Jardin Associates, Inc. 
Jones Box Co., Jesse 


Kee Lox Mfg. Co. 
Kenro Graphics, Inc. 
Krengel Mfg. Co. 
Lagomarsino-FAI 
Landers Corp. 
Lassco Products, 

Lee Products Co. 
Leonard, Inc., 
Letterex Corp. 
Litho Research, Inc. 


M & M Industries ... 

Magi-Copy .......... 

Manpower, Inc. 

Marchant Calculators Division 

Martin Yale, Inc. . 

Michael Lith Sales Corp. 

Micropoint, Inc. 

Midwestern Mfg. Corp. 

Miller Sewer Rod Co. 

Miller-Trojan Co. 

Minnesota Mining & Mfg. Co. 
(Double Coated Tape) 

Minnesota Mining & Mfg. Co. 
(Magic Mending Tape) 

Minnesota Mining & Mfg. Co 
(Microfilm Reader) 

Minnesota were & Mts. Co. (Thermo-Fax) . 

Monarch Metal Products, Inc. 

Monroe Calculating Machine Co. 
(Accounting Machines) 

Monroe Calculating Machine Co. (Calculator) 

Moore Business Forms, | 

Moore, Inc., P. 

Morris Co., "Bert M. 

Mosler Safe Co. 

Multistamp Co. 

Nardon Mfg. Co. ...... 
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National Blank Book Co. ...............0.005 112, BY 
National Bundle Tyer Co. ....................5. 
National Cash Register Co. ................... 
National Litho Forms Co. 

National Manifolding Co, 

Nebraska Salesbook Co. 

Nippo Machine Industry Co., Ltd. 

Nu-Arc Co. (File-O-Matic) .. 

Nu-Arc Co. (Rapid Printer) 

Office Publications, Inc. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 

Pacific Instruments Corp. 

Palson Mfg. Co. 

Parsons Paper Co. 

Peerless Photo Products, 

Peirce Dictation Systems - ENSS kv x tenvidrns Kou 
gs sock cdpicisk.s noes’ ¥eod eos 
Photostat Corp. 

Pioneer-Toledo Corp. 

Pitney-Bowes, Inc. (Folding & Inserting Machine) 
Pitney-Bowes, Inc. (Mailopener) 

Pitney- Bowes, Inc, (Postage Meter) 

Plain-Vu, Carr Corp. 

Plastic Binding Corp. 

Plus Computing ve Od Division ...... 
Precision Mfg. 

Print-O-Matic Co. 

Pro-Forms Co. 

Pronto File Corp. 

Radcliffe, W. H. 

Record Files, Inc. 

Regna Cash Registers, Inc. 

Remington Rand Division 

Replica Products Corp. 

Rex-Rotary on Corp. 

Rite-Line Corp. ... Raaabevons ¥eaes ace 
Roberts Rubber Co., "Weldon 

Rogersnap Business Forms 

Rol-Dex Division 


59 
Royal McBee Corp. (Data Processing Division) 183 


Royal McBee Corp. 
(Royal Typewriters) 

Saunders Mfg. Co. 

Scott-Rice Co. 

Scribe Distributors Co. 

Shaw-Walker 

Sheaffer Pen Co., +f A. 

Sheppard Co. 

Shredmaster 

Smead Mfg. 

Smith, Inc., “Charles C. 

Smith-Corcna Marchant, Inc. 

Southern California Business Show 

Speed-O-Print Corp. 

Standard Instrument Corp. 

Staplex Co, 

Star Forms, Inc. 

Stein Bros. Mfg. Co. 

Stenocord of America, Inc. 

Stevenson & Smith, Inc. 

Systemation Div. Ross-Martin Co. 

Swift Business Machines Corp. 

Swingline, Inc. 

Tab Products Co. 

Teletype Corp. 

Textile Cutting Corp. igs wade ; 

Thomas Collators, Inc Sikes 

Times Facsimile Corp. 

Traveletter Corp. 

Typewriter Sundries Co., 

UHU Products Corp. 

Underwood Corp. 

United States Envelope Co. 

Vari-Typer Corp. ..... 

Veeder-Root, Inc. 

Venus Pen & Pencil Corp, ...- 

Victor Adding Machine Co. .... 

Wassell Organization, Inc. .......-+-+-- 

Watson Mig. Co. ....c..ccsccceees 

Weston Co., Byron 

Wilson Jones Co. 

Wright Line, Inc. 
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Please send me, postpaid, 
Name 


ububebububh > 9 ¢ $9. ¢.2.%.2.0.9.0.2.2.2.0.0.0.0.2.0.8.0.2.2.0.0.2. 


FILE YOUR COPIES OF Ji. Off. 


IN HANDY VOLUME FILES 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy (June 
and December); two files hold an en- 
tire year’s issues. Files are reusable. 
Unconditionally guaranteed. Postpaid 
in U.S. 


| File (for six months’ Issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00; 
6 Files for $13.00. 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


files. | enclose 
one 
.. State 
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There is shortly coming into being a new 
series of computers so advanced as to make the models 
we all regarded with awe some ten years ago appear 
primitive. 


The technical advances are based on dazzling 
increases in speed, simplified programming, new 
components and the use of multiple computers in bat- 
tery formation. 


The costs naturally will be higher than any- 
thing heretofore. It is not surprising that the 
first several installations of this radical new 
series will be in atomic energy and scientific re- 
search centers. 


Before too long, however, the advantages of 
the new systems will become available to business. 
The prices will compel their fullest utilization 
over a whole range of management and decision making 
problems. It is becoming increasingly clear that 
paperwork and clerical savings alone do not justify 
the largest computers. 


These new machines could speed the time when 
industry must look the effects of automation on 
white collar employment squarely in the eye. There 
has been too much glib parroting about the benefits 
of automation and the opportunities it creates. In 
the long run this should be true, but transition 
periods are often tragic for many. It would be well 
for executives to consider the effects in other in- 
dustries where unemployment problems have arisen, 
such as coal mining and auto manufacturing. Prepar- 
ation for these tough problems should be made early 
rather than late. 


Tue Orrice—April, 1959 





Every $100 you waste on the Paper Work Monster 
is like burning the profits on $4,160 in sales! * 


“Research study compiled by Records Management Institute 


New DITTO® offset duplicator offers 


the fastest, surest way to put out profit fires! 


New DITTO L-16 cuts hundreds of dollars off printing bills— 
gives “print shop” quality on anything written, drawn or photo- 
graphed—uses low-cost paper or metal mats—duplicates in black 
and white or color—any size sheet or card, 12’’ x 14” to 3’ x 5”’ 
—has new features that make it especially adaptable to systems 
work—for complete facts, mail coupon below! 


the touch of a key, the new DITTO L-16 starts operation, makes copies * 
nined ¢ n « 


t ( — 
to a predeter unt, cleans blanket and stops—all automatically! DITTO, INC., 6806 McCormick Rd., Chicago, III 


O 
=. D1tto. 


For More Information Circie No. 242 


Ge lemen. Send me literature the DITTO L-16 offset 
t san sd. ated on it 


1 City 








*Shortest distance between 


aictation and mail: chute - 


the modern Royal Electric! 


NEW GUARANTEE! Famous Royal economy 
is now backed by a unique one-year guarantee 
of reliability. Fewer interruptions, faster work. 
MATCHLESS REPRODUCTION! Get cleaner 
work, sharper alignment every time...and 
turn out more work in less time, too. 

EASIER OPERATION! Exclusive Magic* Margin 
and Twin-Pak®*®—the instant-changing ribbon 
fingers never touch—spare you muss and fuss, 
save time and cut fatigue. 


* CANTERBURY PICA, one of 74 Royal type styles 


the business-minded ROYAL electric 


Product of Royal McBee Corporation, World’s Largest Manufacturer of Typewriters 
For More Information Circle No. 308 





